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1 Introduction

Department of Veterans Affairs (VA) Veterans Health Information Systems and Technology
Architecture (VistA) Scheduling (VS) Graphical User Interface (GUI) module is the Windows
GUI version of the Patient Information Management System (PIMS) Scheduling module. It
provides appointment management functions included in PIMS Scheduling, but with the added
convenience and usability of a GUI.

1.1 Purpose

The Veterans Health Administration (VHA) Office of Veterans Access to Care (OVAC)
requested an enterprise enhancement for the VS package. The enhancement reduces operating
costs for VHA and improves operational efficiencies, resulting in patient-centered access to care,
coordinated care, increased customer satisfaction, and the reduction of excessive cycle/wait time
for scheduling patients.

1.2 Overview

VS GUI is a software module that allows schedulers to make appointments quickly by viewing
multiple appointment request types and multiple clinics in one screen. A scheduler can easily
view patient requests for service, find the next available open appointment, view the provider’s
availability in multiple clinics, and track a patient’s appointment process. Refer to Section 2 for
a more detailed description of VS GUI functionality.

1.3 Project References
1.3.1 Information

The VS GUI points of contact (POCs) include:
e OVAC VSE Project Manager — Ms. Debbie Malkovich, Debbie.Malkovich@va.gov

e OI&T VSE Project Manager — Mr. Shannon Ayers, Shannon.Ayers@va.gov

Note: The VSE project SharePoint site can be accessed via the following link:
http://vaww.oed.portal.va.gov/pm/iehr/vista evolution/enhancements/SitePages/Home.aspx

1.3.2 Coordination

Coordination between the project and its specific support functions (e.g., installation
coordination, security, etc.) for VS GUI are the same as those for VistA.

1.3.3 Help Desk
Refer to Section 11 for additional information.
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1.3.4 Organization of the User Guide
This user guide is comprised of 11 sections, as follows:

1.
2.

10.

11.

Introduction: Addresses general project information

System Summary: Contains system configuration, data flows, and user access level
information

Getting Started: Contains procedures for logging on and off of the system, instructions
on how to print and export schedules, and information on VS GUI tab displays, basic
functions for searching, sorting, filtering, and viewing

Ribbon Bar: Contains procedures for using the Schedule Manager Ribbon Bar and
details on features, such as patient demographics, new request actions, view mode, and
patient preferences

Request Management: Outlines features and procedures for using the Request
Management Grid (where patient’s pending requests are displayed 25 at a time) and the
Pending Appointments window (where booked appointments are displayed in the in the
Ribbon Bar of the Tasks tab)

Appointment Management: Provides details describing how to manage an appointment
— after selecting a patient, the option appears to schedule a new appointment (APPT) or
Patient-Centered Scheduling (PtCSch); a list of recent and upcoming appointments is
displayed in the Ribbon Bar

Clinics: Provides an overview of clinic and administrator views and actions

Reports: Provides an overview of viewing and printing reports, and procedures for
generating audit and clinic reports; a list of warnings is also included

Trash Queue Cleanup: Defines this task and provides instructions for use

VistA Scheduling 508 Compliance: Outlines processes for executing VistA Scheduling
application functionality from the keyboard

Troubleshooting: Contact the Help Desk for any problems with the VS GUI module

VistA Scheduling Enhancements 2 June 2017
VS GUI User Guide



2 System Summary

The VSE project delivers a series of enhancements to legacy VistA Scheduling version 5.3 via
the VS GUI application. The initial release, which consists of features listed in following
paragraphs as: Enhancement 1, Enhancement 2, New Service Request (NSR) #002, Veteran
Appointment Request (VAR) Interface, Optional Task #3 (OT3), Optional Task #4 (OT4), and
Enhancement 3. These enhancements are included in VS GUI 2.0.0.5 and VistA patches
SD*5.3*627, SD*5.3*628, SD*5.3*642, SD*5.3*643, SD*5.3*645 and GMRC*3*83, approved
for National Release on 4/29/2016, and released 5/3/2016 for test environments only.

The VS GUI 2.0.0.8 and VistA M patches GMRC*3*86, SD*5.3*651, and SD*5.3*658 provide
the existing functionality listed above, in addition to the features listed in the “VSE Additional
Enhancements” paragraph below.

Enhancement 1: VHA requires an aggregated (combined) view of clinic profile scheduling
grids to allow the user to view the resource’s availability collectively, and decrease the time it
takes to match an available resource with the patient’s request, and improve the appointment
scheduling process. Enhancement 1 provides an aggregated view of clinic profile scheduling
grids for VistA Scheduling and:

1. Includes a standard tool for viewing and scheduling aggregated resources in order to
improve performance for appointment scheduling
2. Improves visibility into resources across clinic profiles
3. Exposes previously underutilized resources
4. Improves business processes and efficiency
Enhancement 2 consolidates information from multiple appointment request sources, allowing
all patient requests to be available collectively for query, filtering, and sorting, thereby

improving the appointment scheduling process. A single request list queue provides immediate,
incremental relief to the field, and:

1. Promotes a standard tool for consolidating, viewing, sorting and prioritizing appointment
requests to improve appointment scheduling performance

2. Improves the business’ ability to accurately prioritize patient appointment needs,
regardless of request method and work list

3. Improves business processes and efficiency by streamlining and removing duplication
4. Eliminates waste in a scheduler’s appointment request workload processes
NSR #002 addresses the following functionalities:
1. The aggregated request list functionality built into the VS GUI must be separated from
the wait list file structure in VistA

2. Assigning of schedulers to clinics must be done on an exclusionary instead of the current
inclusionary basis

3. The current capability to link multiple appointments to a single appointment request must
be replaced by a one-to-one linkage (one appointment request per appointment)

4. The aggregated request list functionality built into the VS GUI only displays wait lists
associated with clinics whose clinic profiles allow such display
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5. In multiple return to clinic scenarios (multi-book appointments), VS GUI calculation of
subsequent desired dates based on initial appointment booking date, rather than initial
desired date

VAR Interface provides an interface between the VS GUI and the VAR appointment request
database, including the ability to:

1. Link an appointment requested in VAR and processed in VistA, such that the state of the
appointment in VistA (e.g. cancelled, checked out) can be displayed in the VS GUI
application

2. View appointment requests within VS GUI
3. Communicate or message the Veteran from within VS GUI up to a limit of four times
4. Close out requests from VS GUI

OT3 captures three enhancements to the VS GUI, identified by VHA to support scheduling
workflow and policy:

1. Appointments generated from Consults in Computerized Patient Record System (CPRS)
shall use the consult Earliest Appropriate Date to populate the DESIRED/PATIENT-
CENTERED SCHEDULING Clinically Indicated Date (CID)/Preferred Date and
ENTERED/RR NO DATE fields in the VS GUI when a value is present other than
Today’s date (as set as default by CPRS) and is not equal to the “Appointment Entered
Date”

2. Functionality in Legacy VistA Scheduling and VS GUI that provided the ability to hide
appointment requests associated with wait lists associated with clinics is removed

3. Veteran disabilities shall display in the VS GUI to aid in determining eligibility for
specific clinics
OT4 Functionality consists of additional enhancements identified by VHA to support the
scheduling workflow and policy, such that the VSE GUI shall:
1. Follow the same rules as in VistA for Overbooking and Master Overbooking Security
keys
2. Display the number of available appointment slots (in the calendar view for a clinic)
within each appointment time slot to allow booking of several appointments
3. Have a consistent visual indication (color) for the following:
Hours of operation
Non-workable hours during that specific day (after hours bookable using a key)
Unavailable for any type of scheduling
Clinic inactive
Holiday but bookable
Holiday but NOT bookable
No availability created for the clinic

4. Allow ability to enter variable length (VL) appointments, only for clinics with variable
appointment lengths defined in the VistA Clinic Setup Parameters

5. Display a visual indicator for clinics that allow variable appointment lengths

0O O 0O O O O O
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6. Display special clinic instructions on the screen (example: “only make new appointments
on Tuesday and Thursday)

7. NOT display Occasion of Service (OOS) clinics (field 50.01 = yes is the OOS indicator),
including drop down lists

8. Display message "No availability was created for the clinic" when a grid does not exist
for the clinic (example: Veterans Crisis Line (VCL) and admin clinics), similar to current
VistA Scheduling processing

9. Allow ability to enter CID/Preferred Date and/or appointment date within the
appointment requests using past dates

10. Include multi-book enhancement GUI features:

o For inpatients, the VSE GUI shall display ward location in patient demographic area
for each patient

o Comp & Pension Appointments need to be linked to the 2507 Request, as it
currently does in VistA

Multi-Appointment Booking Wait Time

Scheduling “Desired Date” Change

Patient-Centered Scheduling Reminder Parameters
Patient-Centered Scheduling Reminder Print Failures

o Modification to VistA Patient-Centered Scheduling Reminders

o O O O

Enhancement 3 provides a consolidated view of resource management metrics related to
scheduling supply and demand for appropriate organizational components (e.qg., clinic, facility
levels). The tool is referred to as Resource Management Reporting. The enhancement provides
aggregate views of Legacy VistA Scheduling data and does not directly contain Personally
Identifiable Information (PI1I) data.

VSE Additional Enhancements include the following modifications to VS GUI:

1. VS GUI Schedulers have the ability to schedule appointments at times and with the
variations needed to support clinic operation, as well as identify the exact appointment
times for unscheduled patients/walk-ins.

o Display clinic hours of operation based on the clinic profile definition, which only
defines “Clinic Start Time”

o Display availability start and end time accurately in VS GUI based on the
appointment length, dislay of increments er hour and availability set up in the clinic
profile

o Display the current available appointments per slot
o Overbooking indication and warning

o Allow VS GUI Scheduler to enter exact time when booking an unscheduled
appointment

= [dentify appointment type as “Unscheduled”
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2. VS GUI Schedulers have the ability to manage requests more efficiently and effectively
by editing requests, saving and viewing all comments, and reopening requests as needed,
while preserving the original preferred date.

o Editing, displaying, and auditing certain non-editable fields in appointment (APPT),
electronic wait list (EWL), and patient-centered scheduling requests

o View a previously closed, correlating request when an appointment is “No Showed,”
so that the information is available for future appointments

o Resource Management Grid no longer displays the appointment request when
performing an “Undo No Show,” so that an appointment can no longer be booked
against it

3. Patient demographic updates made in VS GUI are automatically updated in VistA.
o VS GUI displays patient demographics

o VS GUI displays the Veteran’s next-of-kin address information in the demographics
and special needs view

o VS GUI no longer displays the contact information tab
o VS GUI displays patient and national record flag notices to the VS GUI Scheduler

4. Synchronizes patient information across functional areas (CPRS and VistA) within VS
GUI to the patient in focus, and provides more information about a patient’s
identification in the calendar view of appointments.

5. VS GUI displays the last four digits of the patient’s social security number (SSN) along
with the patient (last name, first name).

6. Enables improved printing of letters and Veteran appointments.

7. Provides the ability to identify and purge unresolved appointment requests for
administrators via VistA.

8. Allows a VS GUI user to set their default view preferences and adds a “View Only”
option for those users that are not VS GUI Schedulers.

o Provides a means for the user to save column order and filtering criteria for the
Resource Management Grid as the default for part of their user preferences

o Provides a means for the user to be aware that their user preferences are in use
o Provides a means for the VS GUI user to be aware that they are in “View Only” mode
o Removes the “Patient” label on the “Request Type” window

9. The VAR queue displays the telephone number that was entered into the VAR screen by
the Veteran.

10. The VS GUI sends a “Not Booked” message to the VAR system when the scheduler does
not book an appointment, so that the Veteran is accurately informed of the request to
book an appointment.

11. Provides efficient and effective response time (displaying real-time pick lists/drop down
lists, query results, and reports) by way of the following features:
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o A message displays to indicate the system is retrieving data while the system is
processing a search by patient, provider, clinic, or service/specialty

o A message displays to indicate the system is retrieving data whenever a query is
processing in Query Tool

o A message displays to indicate the system is retrieving data while the system is
processing clinics reports and audit activity reports

o A message displays to indicate the system is retrieving data while the system is
processing for any feature in use on the “Tasks” tab

o Resource Management Reports are disabled and no longer available to the VS GUI
user

2.1 User Access Levels
The VS GUI module uses three access levels:

1. Provider and Non-Scheduler (View Only) can view patient appointments, clinics, and
provider’s availability in VS GUI via:
VS GUI to view patient appointments, clinics, and provider’s availability
Find Appointments to specify the dates to view only available appointments in a
clinic or list of clinics
Resource Schedules to display clinic schedules

Appointment Schedule to display appointment schedules for a clinic and be able
to view a provider’s schedule for the day, week, or month in 10, 15, 20, 30, or 60
minute time slots

o Request Management Queue to display a list of patients waiting for an
appointment

2. Scheduler can make appointments quickly by viewing multiple clinics in one screen. The
user can easily find the next available open appointment, view the provider’s availability
in multiple clinics, and track a patient’s appointment process in VS GUI via:

o Find Appointments to specify the dates to view only available appointments in a
clinic or list of clinics
Resource Schedules to display clinic schedules

Appointment Schedule to display appointment schedules for a clinic and be able to
view a provider’s schedule for the day, week, or month in 10, 15, 20, 30, or 60 minute
time slots

Request Management Queue to display a list of patients waiting for an appointment
Ribbon Bar for a view that organizes the VS GUI into a series of tabs at the top of the
module: Tasks, System, Reports

o Mobile Requests to show the number of pending mobile requests and provide access
to the Mobile Request List for scheduling
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3. Administrator can perform all VS GUI Scheduler functions, with the addition of the
following:
o System to add/delete privileged users from a prohibited clinic and setup clinic groups

o Reports to view and export reports

3 Getting Started

This section provides a general walkthrough of the system from initiation through exit. The
logical arrangement of the information shall enable the user to understand the sequence and flow
of the system.

3.1 Logging On
VistA User Access and Verify codes are required in order to log on to the VS GUI.
Note: If User Access and Verify codes are needed, contact your supervisor or site administrator.

Uscf Login

51 UNITED STATES

2] DEPARTMENT OF VETERANS AFFAIRS

VistA Scheduling

[v2.0.0.8] oK Cancel

Figure 1: User Login

Note: The main screen of the application informs user whether they are logged into the test or
production environment. The environment to which the user is logged in will be displayed in the
top right corner of the main screen page.
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3.2 Logging Off
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Screen with Test Environment Displayed

To log off when you are finished scheduling appointments, click the close button (X) in the

upper right corner of the VS GUI.
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3.3 VS GUI Tabs
The VS GUI provides the following tabs:

e Tasks: Allows Scheduler to search for patient requests, view clinic resources, and make
appointments.

e System: Allows an administrator (with the SDECZMGR security key) to add/delete
privileged users from a prohibited clinic and set up clinic groups.

e Reports: Allows for various reports to be generated by users holding the SDECZMGR
security key.

B vistA Scheduling

Street Address:
Figure 4: VS GUI Tabs

3.3.1 Tasks Tab
The Tasks tab display includes the following sections:

1. Select Patient: Search for and view information about a selected patient
2. Actions: Allows Scheduler to initiate new APPT or Patient-Centered Scheduling requests

3. Arrangement: Time Scale and View Mode (Day, Week, or Month) for the clinic
schedule grids of the screen

4. Pending Appointments: Date, clinic, and status of any pending appointments, past
appointments (365 days back), and future appointments (365 days forward) for the
selected patient

5. Special Needs/Preferences: Identified special needs and/or preferences for the selected
patient missing the Patient Record Flags (PRFs)

6. Mobile Requests: Shows number of pending mobile requests and provides access to the
Mobile Request List for scheduling. If the mobile request service is not available, UNAV
is displayed in place of the request number.
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Figure 5: Mobile Requests Unavailable Displayed in Ribbon Bar
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7. Tools: Options include print, export, refresh, and queries.
8. Settings: Access to User Preferences.

9. Resources: Calendar to choose a desired appointment date and to search for and access
Clinic Schedules, Provider Schedules, and Clinic Groups

10. Schedules: View single or multiple clinic schedules in one screen
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Figure 6: Tasks Tab Display

3.3.2 System Tab Action Areas
The System tab display includes the following sections:

1. Resource Management: Scheduling Management allows for management of privileged
users within Prohibited and Clinic Groups as well as the creation and management of
clinic groups.

2. Resource Schedules Availability allows for search of resource by name.

3. Selected Clinic provides a quick view of the selected clinic’s Primary Provider,
Overbook Limit, Inactive Date, and Reactive Date.
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Figure 7: System Tab

3.3.3 Reports Tab Action Areas

The Reports tab display allows for viewing and exporting of Audit Activity and Clinics setup
information.
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Figure 8: Reports Tab

3.4 Searching
The search feature enables a Scheduler to:
1. View and search clinic profiles to view appointments resources by clinic or by clinic
groups
2. View and search patient requests by request type
3. Sort the request queue by any column in ascending or descending order

4. Sort results and save the search into various outputs, such as Microsoft Excel or Adobe
PDF

5. Generate an audit report of search and sort results
6. Print various screens and open lists

3.4.1 Search for Patient
1. Loginto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the search criteria for the patient,
click the Search button, and select the requested patient name. Click Search/Choose
patient from the resulting list.

3. Inthe Search field, the following options are available for searching for a patient:

VistA Scheduling Enhancements 12 June 2017
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e Last name, First name

e Full SSN

e Firstinitial last name + last four SSN (ex. T0170)
e Last four of SSN (0170)
e Last name only (three character minimum)

Ward: Svc Connected: Sc Percent:
i i SNz Last name,First name
Search: ESTESTIADDRESS 7 [=] | sesrch | clear |
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Figure 9: Patient Search
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3.5 Filtering

Filtering can be accomplished in a number of areas of the VS GUI. Items that can be filtered are:

1. Lists
2. Time Period
3. Facility

The following sections describe basic filtering.

3.5.1 Filtering Lists

You can filter any column on the request grid to narrow the type of information that you want to
view. In the request grid, click any column that shows a filter icon, and then select a filter option.

VistA Scheduling Enhancements
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3.5.2 Paging Through Records

Filtered results are retrieved from the database and displayed in 25 row increments. To view

additional records, use the arrow key located below the list to page through the records.
T Wit Schedling

Wisth Soheculng for Ceveson: CHEYENNE HEALTH CASE CENTER
l‘ﬁ Tasis | Systes  Reports
Hame: Futiert Type oo 5 TimoSeale | Dite Chnic Statun || prire
Eenden Srreet Addveds CitpStane: WM Inpoet
Waed e Connected S Percent: Rgfresh e
: e e | reterances
Seaech = Gemsh Lo Wtk
Select Patient; itionn. || Baraeqement Penden Apposriments Special Hoeds/Frelerences. | Tooh Setsngs
imrnu? WAIT TIME > 280 D~ 1| FT NAME T MRTE S8 Sevimt 7 TELEPWONE  PMORITY T CHWPREFERRED DATE 7 ENTERED/AR MO DATE T REQUESTOR REQUESTE*
RECALL e MEMAMILL MARCEL BVD ) $21-43-3380 ] Bt 1200005 120082008 cvoTro ™
RECALL 7580 MALIER SOHLA ARLENE - 521-57-8083 I T 127162008 121672008 BARCEUD
AFFT 615 BROADSENT BENNIE DANIEL 4704037347 i} 05/3L2M% 05042005 PATIENT PATIENT
e %7 AADLANE, TOBY MICHAEL N R 4031008 (125 2384347 /012013 NS PATIENT | PATIENT
a7 9 MASOMER SAUL R Ry | S0B-5-5642 {12h 221 LIS OSINS PATIEMT | PATIENT
- PR —— - gl o P PR PP S ———
| et #l
_piE = Schedule 1
fun Mon Tue Wed TR Fn Sat
1 F] 3 1 ] [} T
] ¢+ v 1 1 13 1
13 1% 7 18 12 20 21
an 3 4 a3 % Fa) 2
s ) 30 3 1 i 3 4
Clinkc Saedules I
Rl Scnssriry Previer Sctedules
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3.5.3 Filtering by Facility or Clinic

To filter by facility or clinic, in the Clinic Schedules pane, type in the name of the desired clinic
(six character minimum when searching by clinic name; four character minimum when searching
by clinic abbreviation) and then choose the desired clinic to view by clicking the clinic name

from the drop down menu.
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Figure 12: Filtering by Facility/Clinic

3.5.4 Filtering by Time Period

To filter by time period, in the Resources pane, search for and select a desired clinic and then use
the calendar to select a month and day for viewing appointments. Clicking the back and forward

arrows moves to the previous or next month respectively.

[] December - 2016
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1
4 5 6 7 8
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18 9 20 2 22
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3.6 Sorting

You can sort the consolidated list of requests in the request grid in different ways to isolate the
information that you need to see.

3.6.1 Sorting by Column

You can sort the consolidated list of requests in ascending or descending order. The default sort
is by Priority Group, Service Connected priority, Preferred Appointment date, and Date entered
(Request date).

Note: A user can override the default sort by setting and saving their preferred sort order (refer
to Section 4.9).

Perform the following procedure to sort by column.
1. Logonto VS GUI.
2. Click any of the column headers to change the sort order.

CID/PREFERRED DATE [

11/17/2015
11/19/2015
11/20/2015
11/20/2015
11/26/2015

11/26/2015

Figure 14: Sorting by Column

3. Click on the column header again to return to the default sort order.
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3.7 Printing and Exporting a Request Management Grid

3.7.1 Printing a Request Management Grid
The VS GUI also allows for printing of a Request Management Grid. Use the following
procedure to print a request grid.

Note: Only requests downloaded on Request Management Grid will print.

1. On the Ribbon Bar, in the Tools section, select the Print option.
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Figure 15: Selecting the Print Option

2. Select the desired printer and click Print.

réa Print @
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— Select Printer
%Add Printer EéQMicrnsttKPS Documen
== Fax = Send Te OneMote 2010
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1 | 1] 3
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Br——rE Find Prirter... |
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1 1
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Figure 16: Selecting a Printer
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3.7.2 Exporting a Grid

The VS GUI also allows for exporting of a Request Management Grid in Microsoft Excel
format. Use the following procedure to export a schedule.

1. On the Ribbon Bar, in the Tools section, select the Export option.
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& vocsi o
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Save 08 types [Cacet fles (" ~
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Figure 17: Exporting a Grid

2. Inthe Save As dialog box, type a file name, select a file type, browse to the location
where you want to save the information, and then click Save.

3. Open the file and review the contents. All data displayed in the Request Management Grid
is saved.

Note: Only data that was loaded on screen at the time of export will be exported to the
file. Users may need to load more screens to see all of the data.

3.8 Viewing

3.8.1 View Only Mode

A View Only mode is available for non-scheduling personnel. To provide this mode to a user,
need the option SDECRPC and the SDECVIEW security key must be assigned to the user. This
mode allows users to view data in VS GUI but no changes or edits will be allowed. This key
overrides other VS GUI keys and assigns the user to View Only of the Task Tab.

Information available for viewing include:

e All Pending Requests
e Previously scheduled appointments

VistA Scheduling Enhancements 19 June 2017
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e Clinic with appointment scheduled for day and week
e Provider with appointments scheduled for day

e Clinic Group with appointments scheduled for day

e Patient demographics and special needs/preferences

3.8.2 Viewing Requests by Request Type

A Scheduler can view requests for Veteran Appointments (APPT) requests—Consults,
Procedure, Veteran, Patient-Centered Scheduling reminders, or EWL reminders. The default
view is for requests that are 90 days or older. A user can change the view for a particular session
or change the default view by changing their user preferences (refer to Section 4.9).

Use the following procedure to view requests by request type. Requests display 25 records at a
time. Additional requests can be viewed by paging to the next page.

1. Logonto VS GUI.

2. View the request grid. Consult, APPT, EWL, Procedure, Veteran, and Patient-Centered
Scheduling requests that have a wait time of 90 days or more will appear in the grid. The
preferred date for the patient request type is shown in the CID/Preferred Date column.

‘uqussfwoﬂ WAIT TIME >=90 Days | PT NAME
PROCEDURE Select Al -i]
PROCEDURE CONSULT 4
PROCEDURE EWL !
PROCEDURE PROCEDURE M
3
WL oW rows with value that Al
Is equal to g
EWL A
4
Match case
Resources And o
Is equal to
Sun  Mon
1 Match case
7
s Filter Clear Filter
14 15

Figure 18: Request Type Column

3. Click the Request Type column to filter specific requests. Only request types that are in
the current request grid display in the filter tool.

a.

b
C.
d.
e
f

Select EWL to view the Electronic Wait List requests.

Select APPT to view appointment requests.

Select Patient-Centered Scheduling to view Patient-Centered Scheduling requests.
Select Procedure to view procedure requests.

Select Consult to view consultation requests.

Or any combination of the above.
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3.8.3 Viewing Requests by Patient

Use the following procedure to view requests by patient.

1. Logonto VS GUI.
2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s

first initial of last name, last four of SSN (e.g. S1234), etc., click the Search button, and
select the requested patient name. Click Search.

B Vista Scheduling
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Figure 19: Select Patient
3.

In the Request Type dialog box select either APPT or PATIENT-CENTERED
SCHEDULING and click OK or click Cancel.

® | Request Type =5
What type of request iz nesded?
@ APPT
Ptl5ch
oK Concel

Figure 20: Request Type

The patient’s pending requests are displayed in the Request Management Grid 25 records at a
time. Booked appointments are displayed in the Pending Appointments window in the Ribbon
Bar of the Tasks tab.
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Figure 21: Patient Pending Requests and Booked Appointments
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3.8.4 Changing the Schedule View

The default schedule view for displaying clinic schedule grids is by week, but the view can be
changed to day or month view for ease of scheduling. Use the following steps to change the

schedule view.

1. Logonto VS GUI.
2. Search and select a Clinic to open.

3. Inthe Arrangement section, click on the View Mode pull-down menu and select:

o Day
o Week
o Month

I vista Scheduling

A Tasks System Reports

Name: ESTEST,EMS L Patient Type: SC VETERAN DOB: 4/8/1948
Gender: F Street Address: 7654 AUTUMN RD City/State: PIGEON,WV
Ward: Svc Connected:  YES Sc Percent: 60

Search: | ESTEST,EMS L | | Search Clear

Select Patient

|RFOUFST TYPF W7 WATT TIMF All Davs  ~

Figure 22: View Mode
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New Req.

Actions

Time Scale

View Mode
Week
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Week
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4. A view for a specific schedule can be changed at the top of the Schedules section by
clicking on the button that reflects the desired view. The available views from the

schedule include:
o Day

o Week

o Month

o Timeline

See the timeline view display below.
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Figure 23: Changing View of a Specific Schedule

4 Ribbon Bar

The following section outlines the features available in the Ribbon Bar of Schedule Manager.
Note the Ribbon Bar is located in the uppermost window of the screen and launches when a
patient is searched for and selected.

4.1 Patients Demographics

4.1.1 Finding a Patient
1. LogontoVS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Select the requested patient name from drop down list.

Search: | TEST | - | Search Clear
TEST.ELTON T 10/27/1932 101-81-7722 MSC VETERARN Male
TEST,GARRETT JOHN /23,1947 569-65-0908 MSC VETERANM Male
TEST,PATIENT ICN 111999 120-12-4574 NSC VETERAM Male
TEST,STERLING PAUL JR *SEMSITIVE® *SENSITIVE* MSC VETERAN Male
TESTPATIENT.MY 371471990 123-45-4321 NSC VETERANM Male
TESTPATIENT,VSE PATIENT  1/26/1944 101-74-4167 SC VETERAM Male

AT TITT TR D TR T T WRTE TR R

Figure 24: Search Patient
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4.1.2 Viewing Patient Demographics in the Ribbon Bar

You can view basic patient demographic information in the Ribbon Bar; it provides a limited
amount of patient information, but you can choose to display more patient details. Use the
following steps to view patient demographics in the Ribbon Bar.

1. Logonto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type dialog, click Cancel.

4. View the patient demographics in the Ribbon Bar. The following patient demographics
are available:

Name: Last name,First name

Patient Type: VA patient type

DOB: Date of birth in mm/dd/yyyy format

Gender: Male (M) or female (F)

Street Address: Patient’s street address

City/State: Patient’s address city and state

Ward: For inpatients, current ward location display

Svc Connected: Is the patient service connected (YES or NO)
Sc Percent: Percent of service connected disability

(R hkk A

- Tasks System Reports

Name: TEST,INPATIENT A Patient Type: SC VETERAN DOB:

Gender: M Street Address: 900 ST ELENA ST City/State: FOUNTAIN V2

Ward: GENERAL Svc Connected:  YES Sc Percent: 5

Search: | TEST,INPATIENT A ~ | Search Clear

Select Patient
Figure 25: Patient Demographics in the Ribbon Bar
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5. Click anywhere in the Select Patient section of the screen to view the Patient Inquiry
Detail screen. This allows for viewing of additional patient information.

EN Patient Inquiry Detail

TEST,INPATIENT 345-76-1111 MAR 21,2015
Address: 2334 WALT DISNEY WAY Temporary: NO TEMPORARY ADDRESS
ANAHEIM 92802
UNITED STATES
County: UNSPECIFIED From/To: NOT APPLICABLE
Phone: 888-333-4545 Phone: NOT APPLICABLE

Office: 888-777-9090
Cell: UNSPECIFIED
E-mail: UNSPECIFIED
Bad Addr: OTHER
Confidential Address: Confidential Address Categories:
NO CONFIDENTIAL ADDRESS
From/To: NOT APPLICABLE

POS: UNSPECIFIED Claim #: UNSPECIFIED
Relig: UNSPECIFIED Sex: FEMALE
Race: ASIAN Ethnidty: HISPANIC OR LATINO

Combat Vet Status: NOT ELIGIBLE
Primary Eligibility: CHAMPVA (NOT VERIFIED)
| |Other Eligibilities:
Unemployable: NO
Status : ACTIVE INPATIENT-on WARD
Admitted : OCT 5,2015@14:02:04 Transferred
Ward : GENERAL Room-Bed : GEN-3
Provider : PROVIDER,MARG Specialty : MEDICAL OBSERVATION
Attending : DOCTOR,ONE o
Admission LOS: 72 Absence days: 0 Pass Days: 0 ASIH days: 0
Future Appointments: NONE
Remarks:
Date of Death Information
Date of Death:
Source of Notification:
Updated Date/Time:
Last Edited By:

Primary Care Tnfarmatian: ~
1] | »

Figure 26: Patient Inquiry Detail

4.1.3 Patient Eligibility Information

When adding a new Patient-Centered Scheduling or APPT request, a Patient’s Eligibility
Information window displays along with the New Appointment dialog. The user can move the
Patient’s Eligibility Information window around the screen, for convenience.

The window includes:

1. SC Percent
2. Current Disabilities
3. Primary and Secondary Eligibility Codes
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! Patient’s Eligibility Information:

TECT Ny

o
LT ]
‘L0 | Task sCPercent: - Patient ]
Name: TEST 1y | Mame DOB SSN
Gender: F " ITEST.CHR[STINE I 3/1/1875 IBE[I-ES-‘HH
Ward: Patient, TEST,CHRISTINE, has no current disabilities. Gender Institution Originating Date
w | Female IVAMC ONE | 01/06/2017
Search: | TES Wi | originating Lisar Priority Group Ethnicity
_— | & | [ranageR svsTen | =] [ruspanic or Lamno E
= Primary Eligibility Code: TRICARE ™ Race Address City State  Zip Code . ol
: 3 7 T Wi A = STED
- Secandary Eligibiity Codes: I NATIVE HAWAIIAN OR OTHER PAC J |455 HAMPTON WAY 5 I CARLSBAD cA 92708
Country Phone (residence) Phone (work)
I“”"Ed States jl—sssassazsann |—55545532541234
v
ad Address? |7 | Homeless - Sve Relats Veteran
= Bad Address? |7 A r lated | i
3 2017 Schedules ~ Special Needs/Preferences
- ki . NOTE: Ctrl-p to Edit the Patient Information / Special Needs | Preferences
Sun Mon Tue Wed Thu Fri  Sat R
1 2 3 4 5 m 7 (+ dinic € Service/Specialty CID/Preferred Date: Appointment Type
8 9w 11 12 13 14 w|| enter date [} -
15 18 17 18 18 20 21 Requested By Provider Status
2 B M B B T B | j | j | j
23 3 3 1 2 3 4 Multiple Appointments Required |
5 7 8 9 10 11 ~
Clinic Schedules ¢ Comment
(Select a Clinic e I
[ inic schedules oK Cancel

P semm
Figure 27: Patient's Eligibility Information

When the New Appointment dialog is closed, the Patient Eligibility Information window
closes automatically.

4.1.4 Updating Patient Demographics

Patient demographic information, such as ethnicity, race, address, state, ZIP code, country, or
phone numbers that were not defined during registration, can be updated at any time during the
process. Perform the following procedure to update patient demographic data.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Inthe Request Type dialog box, click Cancel.

¥ | Request Type [t
What type of request is needed?
@ APET
PtC5ch
Ok Cancel

Figure 28: Request Type—-APPT
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4. Patient demographic information can now be displayed and edited at any point in the
process by entering Ctrl + P to bring up the Patient Info screen. Undefined patient
demographic information displays in empty drop down boxes and text field, in the Patient
Information section. Information that is not editable displays dimmed.

T, - (C] ]

Patiert Tedormation

Hapme e 55N

Gender Frionfy Growp Hiaritad Status

| - I : |sLP.c-R.q1Lr.:- :J

Raligion Race

|'_I'IEHD'|.'1.'IJ,- WO PREFEREMCE j F mm INDIAN OR, ALASKA NATIVE -
bl

Ethnigity [ Bascx OR AFRICAN AMERICAN
[T DECLINED TO ANSWER

| ROT HISPANIC Of LATING j [T HATIVE MAWAIIAN OR OTHER PACIFIC ISLAMDER ;'
— e e me——

= Permasent Address
w  Temporary Address

w Next of Kin

Specisl Needs/Preferences
Tienae of Dy

¥ Gender Spacific Provider [ Hearng Impainsd  AMOaly © PMOnly T Both

" Language Preference [+ Heeds Escort Dy of Week
I+ Monday I Tuesdey [ Wednesday

= On Stretcher I Special Hode of Transpoiation ™ Tharsday = Fridey

Remarks:  [poNE

F4

Figure 29: Patient Information Dialog

5. Click OK to update patient demographics. At this point the updated information
displays in Ribbon Bar.

6. Click Cancel to go back to the all patients view.

Note: If the patient is being edited in VistA Register a Patient or Load/Edit Patient Data
and the user attempts to save edits made to the Patient Info data, a “Patient is being
edited” warning pop-up will appear and the user must click OK and Cancel to get out of
the Patient Info screen until the VistA Register a Patient or Load/Edit Patient Data option
IS exited.
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ILUTH ERAN - ]

[NCIT HISPANIC OR LATING . l BLACK OR .-’-'-.FRIC;I&IT\]. AMERICAM

] Patient Info |

[C] AsIaN |:|
Ethnicity [C] AMERICAN INDIAMN OR ALASKA NATIVE
O

4

# | Permanent Address
Permanent Address

Patient Address Line 1
653 BROOKS PLACE
Patient Address Line 2

APT 4

-

Country Zip | Save Patient Error @ City

United States - | 123 [ELM RIDGE

State Coy Patientis being edited. Patient Cell Phone

NORTH CAROLIMNA WA (276) T38-8118

Patient Home Phone Pati oK Patient Waork Phone
(508) 205-8226

Patient Email

Bad Address
]

# | Temporary Address
Temporary Address

OK Cancel

Figure 30: Patient is Being Edited Warning Pop-up

4.1.5 Editing Permanent Address

Permanent address for a patient may be edited via the Patient Info Dialog screen and is
available at any point via the RM Grid. View the patient information by entering Ctrl + P.

VistA Scheduling Enhancements 28 June 2017
VS GUI User Guide




A user can update the patient’s address Line 1 and 2, Zip Code, and Phone Numbers.

Click OK when complete to save the information.

Zip Code — five or nine digits (when entered, the system provides choices for Cities that
match that zip code and based on that, automatically completes the State and County
fields).

For Phone numbers, VS GUI automatically formats the Patient Work Phone to (XxX) Xxx-
xxxx if 10 digits are entered. If more than 10 digits are entered, it auto formats to X-xxx-

XXX-XXXX X....
Only characters (,), +, -, and X (Except Cell and Pager) are allowed in the Phone
Numbers.

T T - <]

Patient Information

Hame e S5M

Geender Frionfy Growp laritad Stafus

| - I 2 | SEPARATED :]

Religian Race

|'_I'ntru:r.‘.'u. WO PREFEREMCE j 1': ::Eﬂﬁm INDIAN OR ALASKA NATIVE -
i

Etlsnicity [T BLACK OR AFRICAM AMERICAN
[T DECLINED TO ANSWER

| ROT HISPANIC OR LATING j E NATIVE MAWALIAN OR OTHER PACIFIC [SLAMDER d

w  Permasent Address
w Temporary Address

w  Hext of Kin
Specisl Needs/ Preferences
Tima of Day

¥ Gender Specific Provider [ Hearing Impaired = AW Only ™ PM Only

[+ Language Preference [+ Meeds Escort Dy of Week
I+ Maonday I Tuesday
[~ On Stretcher ™ Special Miode of Transpoaton I Tharsdey = Fridey

(% Bath

[+ Wedmesday

Remarks: [ poNE

= Cangel

Figure 31: Patient Info Dialog—Permanent Address

Note: Areas shadowed in grey cannot be edited.

4.1.6 Adding a Temporary Address

Temporary address for a patient may be entered via the Patient Info Dialog screen available at
any point in the RM Grid by entering Ctrl + P.

The Address Active? Box should be checked with a Start Date and End Date (if known).
A user can update the patient’s address Lines 1 — 2 and Zip Code.
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Zip Code — five or nine digits (when entered, the system provides choices for Cities that match
that zip code and based on that, automatically completes the State and County fields).

Click OK when complete to save the information.

.

-

7 | Patient Info EI@
Patient Information §
Mame DOB 55N
TEST,CHRISTIME 5/25/1976 765-12-3423
Gender Priority Group Marital Status
Female MARRIED -
Religion Race
|cao DA | @ asan .
Ethnicity [C] AMERICAN INDIAN OR ALASKA NATIVE 3
[NOT HISPANIC OR LATING - | E EﬁCK ?f TERICAFN A'_rfi ERICAN v
v | Permanent Address
i ~ | Temporary Address
Temporary Address
Start Date End Date
Address Active 7
12/20/201% B Enter date &
Addresss Line 1
Addresss Line 2
Country Zip Code City
United States - -
State County Phone v
OK Cancel

Figure 32: Patient Info Dialog — Temporary Address

Note: Areas shadowed in grey cannot be edited.

4.1.7 Marking for Bad Address

A patient’s address may be incorrect (e.g., mail has been returned as undeliverable, or if the
patient is homeless). If you learn that a patient’s address is incorrect, you must indicate that

information on the patient record so notices are no longer sent. The bad address can be indicated
while updating the patient’s address information in the Patient Info dialog.

1. Logonto VS GUI as a Scheduler.
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2.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s

first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

U vistA Scheduling

_
gy

N4

Tasks
Name:

Gender:

Ward:

Search: TEST,CS
TEST,CS

System Reports

Patient Type: DOB:

Street Address: City/State:

Sc Percent:

B
MILITARY

Svc Connected:

Search Clear

11/2/1973 423123456 RETIREE

Figure 33: Select Patient

3. Inthe Request Type dialog box, click Cancel.

Time Scale

View Mode
Week

jaement

® | Request Type
What type of request is needed?
@ APET

Ptl4ch

0K

Figure 34: Request Type

Cancel

4. Enter Ctrl + P to pull up the Patient Information dialog box. Confirm that the patient’s
address information is incorrect or missing, and then check the Bad Address check box.
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Figure 35: Appointment Request Dialog—Bad Address Selection

5. Choose the reason for the bad address:
a. Undeliverable
b. Homeless
c. Other
d. Address Not Found

6. Click OK.
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4.2 Actions

4.2.1 New Request

After searching for and accessing a specified patient’s demographics and associated pending
appointments, the Action pane allows you to create a new request for the patient. For example,
creating a Patient-Centered Scheduling request as a follow-up to an appointment request or
creating a new appointment request after looking at only patient information.

To start a new request for an already selected patient, use the following steps:

1. Patient demographics and pending appointments appear in the Ribbon Bar. In the Actions
pane, select New Request.

B Vista Scheduling

¥ Tasks System Reports

Name: TEST,INPATIENT A Patient Type: SC VETERAN DOB: 9/1/1945 New Req.

Gender: M Street Address: 900 ST ELENA ST City/State: FOUNTAIN VALLEY,CA

Ward: GENERAL Svc Connected:  YES Sc Percent: 50

Search: | TEST,INPATIENT A v | | Search Clear
SR Actions

Figure 36: Actions Pane
2. The Request Type dialog box appears, allowing you to create a new request.

" | Request Type |
What type of request is needed?

2 APET

PtC5ch

QK Cancel

Figure 37: Request Type — APPT
4.3 Arrangement

4.3.1 View Mode
Refer to Section 3.8.4 for changing the arrangement of the default calendar view.

4.4 Pending Appointment Window

The Pending Appointment Window displays a patient’s already booked appointments. The
appointment view defaults to the current date. The Scheduler can utilize the scroll bar to the right
to scroll up to view appointments 365 days in the past. Or, the Scheduler can utilize the scroll bar
to scroll down to view appointments 365 days in the future.
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Selecting an appointment from the Pending Appointment window in the Ribbon Bar opens the
Clinic Schedule Grid. When you select a past appointment, the clinic schedule defaults to the

appointment.
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Figure 38: Pending Appointment Window — Past Appointment Date

The clinic schedule defaults to current (today’s date) when you select an appointment dated

“today” or less than three days in the future.
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Figure 39: Pending Appointment Window — Current less than Three Days in Future

The clinic schedule defaults to -/+ three days of the appointment date for future dates.
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Figure 40: Pending Appointment Window — Future Appointment Dates
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4.5 Special Needs/Preferences

4.5.1 Adding/Removing Special Needs/Preferences from Requests

Patients visiting the VA may require additional assistance when they arrive for their visit. Some
of these special needs/preferences may include issues with hearing, how they are arriving at the

VA, Day of the Week or Time of the Day etc.

To add Special Needs/Preferences to an appointment request, perform the following:

1. Logonto VS GUI

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and

select the requested patient name. Click Search.

3. Inthe Request Type dialog box, click Cancel.

i | Request Type
What type of request is needed?
@ APPT

Ptl4ch

oK

=i

Cancel

Figure 41: Request Type — APPT

4. Enter Ctrl + P to select the Patient Info dialog.

Select the patient’s special needs from the Special Needs/Preferences section of the

Patient Info dialog box.

6. Add additional information regarding patient’s Special Needs/Preferences selections in

the Remarks field.
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Figure 42: Patient Info Dialog — Special Needs/Preferences Section

7. Click OK. Special Needs/Preferences entered display in the Ribbon Bar.

Bf vista Scheduling

[
@ VistA Scheduling for Division: VAMC ONE
| Tasks | System  Reports
Name: ESTEST,LARRY D Patient Type:  SCVETERAN DOB: 10/20/1986 NeWReS.  Time scale Date Clinic Status <] | [HEARING IMPAIRED Print
e JAN 26, 2016@11:20 ES CLINIC SDAY  NO ACTION TAKEN e i Export
Gender: M Street Address: 1983 LAKEWOOD DR CGity/State: LAND O LAKES,FL Seisiileii JAN 29, 2016@11:00 ES CLINICMWF  ACT REQ/CHECKED OUT Ak
FEB 01, 2016@08:30 ES CLINICMWF  ACT REQ/CHECKED IN
Ward: Svc Connected:  YES Sc Percent: 40 View Mode FEB 05, 2016@12:30 ES CLINICMWF  NO ACTION TAKEN Query
Week - | FEBUS, 201609:00 ESCLINICSDAY  CANCELLED BY CLINIC
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Figure 43: Ribbon Bar — Special Needs/Preferences
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4.6 Patient Flags

PRFs are used to alert VHA medical staff and employees of patients whose behavior and
characteristics may pose a threat either to their safety, the safety of other patients, themselves, or
compromise the delivery of quality health care. PRF assignments are displayed during the patient
look-up process.

Each PRF includes a narrative that describes the reason for the flag and may include some
suggested actions for users to take when they encounter the patient.

When a patient’s record is flagged, a box appears with appropriate action recommended.

1! vista Scheduling _[&@]x]
VistA Scheduling for Division: VAMC ONE
1)
M| rasks | system  Repors
Name: TEST,BOBTWO Patient Type:  NON-VETERAN (OTHER) DOB: 1/2/1934 | New Req. || Time scale 2] [HEARING IMPAIRED Print
JAN 05, 2016@16:00 INTH NE  NO-SHOW LANGUAGE PREFERENCE
Gender: M Street Address: 123 MATN 5T City/State: ,CA PSSR [] 1A 05, 201001600 HIT bl R NEEDS ESCORT Export
Patient Record (4) Fl x| MORNING
Ward: Sve Connected: 11O Sc Percent: WeatentRecord(IFlags ______________________ ENGE] AFTERNOON Refresh d
*¥% WARNING - FFP FLAG ACTIVE *** amice | |[oechy Quary T
- - * PLEASE NOTIFY YOUR SUPERVISOR * et REMARKS: Prefe]
Search: | ClinSchd.Infrastructure.Models.Patient -| | search | | Glezfrora Flags — 4 I | =||| TEST
[ Select Patient lag Name: HIGH RISK FOR SUICIDE || Special Needs/Preferences || Mabile Requests|| Tools || S
PRIORTTY (| REQUEST TYPE |  WAIT TIME All Days ~| | PT NAME Assignment Narrative: )/PREFERRED DATE 1/ ENTERED/RR NO DATE ' REQUESTOR REQUEST
(3 testing category i
APPT 95 TEST,BOBTWO y29/2016 08/26/2016 PATIENT PATIENT
Flag Type: CLINICAL
Flag Category: I (NATIONAL) »
IAssignment Status: Active Poce | 1 i
[nitial Assigned Date: OCT 23, 2014@16:07:15 = =1
Schedules Approved by: ZAVALA,CHRISTINE
1 November - 2016 3 [Next Review Date: JAN 21, 2015
lOwner Site: 'VAMC ONE (VAMC ONE)

Sun  Mon Tue Wed Thu Fri sat lOriginating Site:  VAMC ONE (VAMC ONE)
Flag Name: URGENT ADDRESS AS FEMALE

13 14 15 16 17 18 19 iAssignment Narrative:
ftest category i second item

N - Flag Type: OTHER
27 28 |29 | 30 1 2 3
— Flag Category: I(NATIONAL)

4 5 6 7 8 9 10 IAssignment Status: Active

- [nitial Assigned Date: OCT 23, 2014@16:07:59
€ SR < Approved by: DOCTOR,ONE

Next Review Date:
(Select a Clinic; - IDwnar Qita: VAMC ONF_(VAMC ONFY ad

Continue Cancel

Clinic Schedules
Provider Schedules.
Clinic Groups

et & & 5[] [# 70 [ 70 1saam m
Figure 44: Patient Record Flags Dialog

After appropriate action has been taken and appointment processing is to continue, click
Continue; otherwise, click Cancel.

Once processing has continued, the PRF continues to show on the Ribbon Bar.
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Figure 45: Patient Record Flags

4.7 Tools

4.7.1 Print

Refer to Section 3.7.1 for details on using the Print functionality of the Tools Pane.

4.7.2 Export

Refer to Section 3.7.2 for details on exporting the request grid.
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4.7.3 Refresh

After checking a patients pending appointments or checking availability for a clinic, you may
want to reset the GUI back to the default view from when you first logon to the GUI, clearing all
text entered in any fields.

To refresh the GUI, in the Tools pane, click Refresh. The GUI resets to its default logon view.

Print
Export
Refresh |

Tools

Figure 46: Refresh Button in Tools Pane

4.7.4 Query

In order to sift through patient data and only view data of a specific type, the Query tool can be
utilized to show only data matching specific criteria. Once the query has been performed, only
records matching the query criteria appear in the request grid.

e Patients are in Group A and can be used independently or in conjunction with other
search criteria.

e Request Type + Clinic/Services are in Group B. This group can be used
independently or in conjunction with other search criteria.

e Priority, Wait Time, SCVisit, Service Connected, Origination Date, CID/Preferred
Date and Urgency are in Group C. This group must be combined with other search
criteria from either Group A, Group B, or Group A and B to satisfy the Query Tool
business rules.

To perform a query, use the following footsteps:

1. LogontoVS GUI.
2. Select Query from the Tools pane. The Request Query window displays.
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patient: [ Fnd
() The search criteria in this group can be used by themselves, or in conjuntion with other search criteria.
. The search criteria in this group can be used by themselves, or in conjuntion with other search criteria. All criteria in this group MUST be used.
. When using any search criteria in this group the search criteria in either group @ or group . must be used as well.
|
Query
ﬁ Patients M Rrequest Type V Clinics / Services Priority Group V Wait Time Origination Date CID/Preferred Date
; | warT TIME >=90 Days |
| ]
|
|
Group soe Group C
Group B so - st
iaggllcable to Consult requests only)
Service Connected?
BOTH -
!
Default Sort order is by Priority Group, CID/Preferred Date, and Origination Date. Change Sort: | Default - Clear Submit Close

Figure 47: Request Query

Click Submit. If the search criteria rules are not satisfied, a Query Rule Validation dialog box
displays.

g:_—u—uﬂu_wu_’
[z

.
Query Rule Validation 4

|" 0 ) Incomplete search criteria selected. Please review the search criteria
QW rules at the top of the window.

oK |

~ -

Figure 48: Query Rule Validation

Once all search criteria has been selected and the results have been returned, a Request Query
Confirmation dialog displays indicating how many records were found that satisfied the search

criteria.

The current query produced 2 records.
Do you wish to continue?

oK Cancel

= 1

Figure 49: Request Query Rule Confirmation

3. Click OK to display the Query results in the Request Management Grid.
4. Click Cancel to remove search criteria and start a new search.
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4.8 Settings — User Preferences
A user may now set their own column preferences within a session or as their default view.
From the far right of the Ribbon Bar, select the User Preferences setting icon.

Current Column order is:
Request Type;
Wait Time;
Patient (PT) Name;
Multiple Return To Clinic (MRTC);
SSN;
SC Visit;
Telephone;
Priority;
CID/PreferredDate;
Entered/RR No Date;
Requestor;
Requested By;
Clinic/Service; and
Comment.
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pamksy [mllas INFECTIOUS DISEARE =|
e Cobrit | [ rrer [ sert vt Specul HewhyProferencm Faliest Flags Mobals Erguss i || etiing
= — || sequesy Tvre S| -
REQUEST TrFE AT T oA e T amacsm | HETC S5 sovet | TELEPHONE [ ENTEREDRR WO DATE | REQU *
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|u—m
Frivien Scheduies
Dt e
fraamt| & & 0 = i [0 smm
Figure 50: Settings — User Preferences
Filters on the following fields are also available:
e Request Time
e Wait Time
o CID/Preferred Date
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e Clinic/Service

e SC Visit

e Priority

e Entered/RR No Date
To save your user preferences:

e Select the sort order or filters to display.

e If you would like to save the selections as your default view, select “Save as Default
View” on the bottom right. If you do not select “Save as Default View,” your selections
will only be applicable to your current session.

e Select OK to save.

NOTE: If you filter the requests to view only Consult requests you will not see the PtCSch
requests unless you unfilter the preferences.

The User Preferences Settings icon displays with green highlight indicating user preferences

have been stored.

To remove any existing user preferences for the user’s default view:

e Click on the User Preferences icon.

e Inthe User Preferences window, click Clear then click OK to save.

The User Preferences Settings icon will now display without green highlight when no user

preferences have been stored.
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Figure 51: Settings — Save as Default View
VistA Scheduling Enhancements 43 June 2017

VS GUI User Guide



5 Request Management
5.1 Request Management Procedures

5.1.1 Viewing a Patient’s Existing Requests

1. Logonto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name.

3. Click Search.

4. Select the requested patient name from drop down list.

5. Inthe Request Type dialog box, click Cancel.

" | Request Type |
What type of request is needed?
@ APET
PtC5ch
Ok Cancel

Figure 52: Request Type

6. In the Request Management grid, view the existing requests for the selected patient.
Patient’s booked appointments display in Pending Appointment Window in the Ribbon
Bar defaulted to current date. Schedulers can scroll up or down to view appointments
dated -/+365 days of current date.

L

O VedA Sheddog
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voevt Dute - St reos Total Flagn «
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. Wi T v ORETHOPTIRCS EOS | LCT0A OO0

™
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Figure 53: Request Grid and Pending Appointments

7. Right Click on an appointment in the Pending Appointments block and the EXPAND
ENTRY block opens.
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Figure 54: Request Grid Displaying Expand Entry Block

Left click on the Expand Entry block to see expanded appointment information.
e Appointment Demographics
e Appointment Event Log
e Appointment Wait Time
e Patient Information

e Encounter Information (this information will only display if the encounter
information has been entered for this patient)
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Figure 55: Appointment Demographics
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CHEYENNE VAMC
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EVENT

Appt Made:
Check In:

Check Out:

Check Out Entered:
MNo-Showy/Cancel:

DATE

USER

MAY 23, 2017

NADEAU.MARCY

MAY 24, 2017@12:33

SMITH.IRENE

MAY 24, 2017@12:34:33

Checked Out: ~ Yes

Cancel Reason:

Cancel Remark:

Rebook Date:

Wait Time

Clinic Schedules
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Figure 56: Appointment Event Log
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WALKIN APPT.

NOT INDICATED TO BE A "NEXT AVA."
APPT.

MAY 24, 2017

SEP 06, 1952

Female

UNKNOWN/NO PREFERENCE

SEP 06, 1952

Female

UNKNOWN/NO PREFERENCE

1 TEST DRIVE CHEYENNE,
WYOMING 82009 USA

Figure 58: Patient Information
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51 Expanded Entry EI@
Check Out

Treatment For Service Connected Condition: ~ NO
Combat Vet (Combat Related):  YES

Agent Orange Exposure: NO

Ionizing Radiation Exposure: ~ NO

SW Asia Conditions:  NO

Proj112 Shad:  YES

Military Sexual Trauma: ~ YES

Head And/Or Neck Cancer:  NO

PROVIDERS DIAGNOSIS
1  WISECUP,MABLEB R97.1 Elevated cancer antigen 125 [CA
125]
2
STOP CODES PROCEDURES
301 GENERAL INTERNAL MEDICINE 99212 1 OFFICE/OUTPATIENT VISIT EST

m

710 PREVENTIVE IMMUNIZATION

Close |

Figure 59: Encounter Information

Note: This information will only display if the encounter information has been entered for this
patient.

5.1.2 Adding Appointment Request

1. To submit an appointment request, from Tasks tab search for the patient using the Search
field.

2. Select APPT in the Request Type dialog.

» | Request Type =S
What type of request is needed?
@ APPT
PtC5ch
oK Cancel

Figure 60: Request Type - APPT

Note: If the patient has already been selected, the Request Type dialog can be accessed by
clicking New Req. in the Actions Pane of the Ribbon Bar.
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B vista Scheduling

Tasks System Reports

Patient Type:

DOB: New Req.

Street Address: City/State: FOUNTAIN

Ward: Sve Connected: S¢ Percent:

Search:  TEST,INPATIENT A *  Search

Select Patient

Figure 61: Actions Pane—New Req. Selection

3. In the Appointment Request dialog box, confirm Patient Information details.
4. Inthe Appointment Request dialog box, complete the Request Information section.
5. Select Clinic or Service/Specialty radio button. For Clinic, enter clinic name (minimum

of six characters) or Clinic abbreviation. For Service/Specialty enter service or specialty

(minimum of six characters required).

[ ]
Scheduling date. Enter date directly or select date from Calendar control
CID/Preferred Date can be past, current, or future.

Select Appointment Type if not defaulted by patient eligibility and clin
then choose from drop down list.

In Request By, select either Provider or Patient.

down to populate) and select from list.

Enter CID/Preferred Date for the preferred appointment/Patient-Centered

option.

ic selection

If Provider selected, then enter provider name (three character minimum for drop

Note: If Patient was selected in Request By field, then Provider field is dimmed and

not editable.

Status is automatically populated.

a. Established — The patient has been seen at that clinic in the past 24 months.

b. New — The patient has not been seen at that clinic in the past 24 months.

Required check box options.

Refer to Section 6.3.2 for additional instructions regarding Multiple Appointment

Request Information

CID/Preferred Date: Appointment Type

& Clinic C Service/Spedalty

El

Provider

Requested By Status

£

l K| =

5

Multiple Appointments Required |

v

Figure 62: Appointment Request Dialog — Request Information Section

6.
Preference section. Remarks field is available to add clarifying information
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selections made. Selected Special Needs/Preferences and Remarks display in the

Ribbon Bar.

7. Text can be added in the Remarks field up to 80 characters to add information regarding
Appointment Request. Text displays in Request Management Grid under Comment

column.

8. Click OK. Updated demographics display in ribbon bar. The APPT Request appears on
Request Management grid. Clinic Schedule Grid opens for clinic specified in request.

Note: APPT Requests with Comments are flagged with a red arrow in the Request
Management Grid.
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Figure 63: Special Needs/Preferences Section from Patient Info Dialog

VistA Scheduling Enhancements
VS GUI User Guide

50

June 2017



Address ey
¥ [ o [
: Cormsdary Ebginity Cndes: Coumtry Prane Phase [wark)
[mtnd states Jﬁmw |
mml’l -l [ Swemdated [ vetemn T
& Sl ety Preferencen ; [ e
~Time
il Jamnary - 2007 | ke I Gandder Speofs; Prosier [ plearing impaned D':'mu.-. Cmony 8 B
L L L T (1] Freference [ Boeds Escont Oy ol Wi
; : !0 * :’—T’l’ s : Fiondey [ Tuesdsy T Wadnesday
1 1 1 it M
Bow ¥ oW o1 @ on I on setcher 17 Specil Hode of Tranapustation I horstay |7 Py
F- R - I A nmu:|
» ® n o1 2 "
L | 1 — WOTE: i I
Clinis Schedebes ‘  Claic 1~ SoricefSpecialty CPrefeed Dot dapgetmrand Tape =
[Scbe a O " I 'I Enber SRE .il 3
= Reguered By Fronvder Siw
: | — 3 E| M
= Lo cmd
Prowider Schedules Clinkc Grosgs
] A B L[] g i
Figure 64: Appointment Request Dialog
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5.1.3 Viewing/Editing Appointment Request

If a request (APPT, EWL, Veteran) needs to be reviewed or modified before being booked, you
can View/Edit the request in the Request Grid using the following steps:
1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Select the requested patient name from dropdown list.
Note: When Spacebar + Search is used, the Ribbon Bar and RM Grid adjust to that
selected patient.

In Request Type dialog, select Cancel.

In the Request Management grid, right click on the applicable APPT request.
Select APPT/VETERAN Disposition option.

The following options appear for selection:

View Request

Edit Request

Transfer to EWL — refer to Section 5.1.5 for instructions
Death

Removed/Non-VA Care

Removed/Scheduled-Assigned

Removed/VA Contract Care

Removed/No longer Necessary

Entered in Error

8. Select View Request. The Appointment Request dialog box appears with everything
greyed out as the dialog box is Read-Only.

N o a ks

o O 0O O 0O O O O O
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Figure 65: View Request (Read Only)

9. Click OK. You return to the RM Grid.
10. Right click on the applicable APPT request.
11. Select APPT/VETERAN Disposition option.
12. The following options appear for selection:
o View Request
o Edit Request
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7| Appointment Request for TEST,CHRISTINE
Patient Information il
MNarne DOB 55N
TEST,CHRISTINE 5/25/1976 765-12-3423
Gender Institution Originating Date
Female CHEYENNE WAMC 11/03/2016
Originating User Priority Group Ethnicity
KRON,CAROLYM 5 MOT HISPANIC OR. LATINO
Race Address City State Zip Code
ASIAN 12345 STREET NAME HERE LOMA LINDA CA 92354
Country Phone (residence) Phone (work)
United States 909-123-1234 (626)675-4567 X3434
Bad Address? Sve Related Veteran
Special Needs/Preferences r
Time of Day
Gender Specific Provider Hearing Impaired AM Only PM Only Both
Language Preference Needs Escort Day of Week
Monday Tuesday Wednesday
On Stretcher Special Mode of Transportation Thursday Friday
Remarks: | TEST OF NEW VERSIOM
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
Request Information
Clinic Service/Speaalty CID/Preferred Date: Appointment Type
CHY EMERGENCY ROOM 11/4/2016
Requested By Provider Status
PATIENT MEW L5
Multiple Appointments Required
b
oK | Cancel
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Transfer to EWL — refer to Section 5.1.5 for instructions
Death
Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
o Entered in Error
13. Select Edit Request. The Appointment Request and Patient’s Eligibility Information

o O O O O O

dialog displays.
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Figure 66: Edit Request (Request Information Only)

The editable fields are Clinic/Service Specialty; Appointment Type; Requested By; Provider, and
Comments. CID/Preferred Date is NOT editable.

14. Click OK. The request returns to the RM Grid with the altered information listed.

Note: If you change the request for a Clinic to a Service/Specialty request, the
Appointment Type field becomes editable. Also, changes to the APPT Request are
tracked by the system in the SDEC APPT REQUEST file.

5.1.4 Disposition or Removing an Appointment Request

If an APPT request is found to no longer be needed, Scheduler can remove from Request Grid
following the steps below.

1. Logonto VS GUI as a Scheduler.
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2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name.

3. Click Search.
4. Select the requested patient name from drop down list.
5. In Request Type dialog, click Cancel.
6. Inthe Request Management grid, right click on the applicable APPT request.
7. Select APPT/VETERAN Disposition option.
8. The following options appear for selection:
o Transfer to EWL — refer to Section 5.1.5 for instructions
o Death
o Removed/Non-VA Care
o Removed/Scheduled-Assigned
o Removed/VA Contract Care
o Removed/No longer Necessary
o Entered in Error
APPT _ : e s
APPT/VETERAN Disposition » Transfer to EWL
BEES EWL Disposition Death
AFPT Removed/Non-VA Care
Contact Options 4 ) .
A Righ t click in APPT Removed/Scheduled-Assigned
4 Request Removed/VA Contract Care
- Removed/No Longer Necessary
Enterad in Error

Figure 67: APPT/Veteran Disposition Options

9. Select the applicable APPT Disposition option. APPT Request is removed from Request
Management Grid.

5.1.5 Transfer to EWL Request for a Patient

If an appointment cannot be scheduled because of limitations, the patient is put on an EWL for
future scheduling. Use the following procedures to transfer an APPT Request to an EWL
Request.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Click Search.
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Select the requested patient name from drop down list.

In the Request Type dialog box, click Cancel.

In the Request Management grid, view the open APPT Requests for the patient.

Select the APPT request that needs transferred to EWL.

Right click the APPT request and select APPT/VETERAN Disposition.

In the APPT/VETERAN Disposition options, select TRANSFER TO EWL. The EWL
Request dialog box displays.

Note: The Transfer to EWL option is not available for MRTC appointments nor is it
available for users that do not have the SDWL MENU Security Key.

10. Confirm Clinic defaulted in dialog. If not, search for and select appropriate Wait List
Clinic by name. Note that searching by clinic abbreviation is not supported in the EWL
Request dialog.

Note: Clinic does not default if not designated as Wait List Clinics in SD Wait List
Parameter (File #409.32).

11. CID/Preferred date and Status are not editable.

12. Appointment Type is defaulted from APPT Request. If a patient is a Veteran and the
Service Related box is checked, the Appointment type defaults to Service Connected. This
puts the EWL request in a higher priority than other EWL requests.

13. Requested By and Provider are populated froom the original APPT request but are
editable.

© o N gk

14. Enter Comments as appropriate.

15. Click OK. The request grid shows requests of the selected patient. The newly added
request is selected. The calendar defaults to the desired date and shows the clinic
schedules.
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Figure 68: EWL Request Dialog
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5.1.6 Disposition or Removing a Patient from the EWL

If a patient is on the EWL for an appointment or a consult, and information is received that the
patient no longer needs the appointment, EWL request can be removed and no longer appears in
the Request Management Grid.

To disposition or remove the EWL Request, follow the below steps:

1.
2.

Log on to VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name.

Click Search.

Select the requested patient name from drop down list. The patient must have an existing
EWL request.

In the request grid, right click on the desired EWL request and select EWL Disposition.
The following EWL Disposition options are available for selection:

Death

Removed/Non-VA Care

Removed/Scheduled-Assigned

Removed/VA Contract Care

Removed/No longer Necessary

Entered in Error

Transferred

The EWL Request is removed from the RM Grid and the next APPT Request is moved up
and highlighted.

o O O O O O O

5.1.7 Adding Patient-Centered Scheduling Request
Use the following procedure to add a new Patient-Centered Scheduling request for a patient.

1.
2.

Log on to VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

Click Search.

Select the requested patient name from drop down list.

In the Request Type dialog box, select PATIENT-CENTERED SCHEDULING and
click OK.
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" | Request Type =5
What type of request is needed?
@ APFT

PtCach

oK Coancel

Figure 69: Request Type—PATIENT-CENTERED SCHEDULING

6. Enter a Patient-Centered Scheduling Date. Enter the date the provider requested.

7. Enter a Patient-Centered Scheduling Date (per patient). Enter the date the patient
prefers.

8. Enter a Patient-Centered Scheduling Appt Type.

Follow up

Consultation

Routine

Evaluation

9. Check Fasting if patient needs to be fasting for the appointment.
10. Enter the Length of the Appointment.

11. Select Clinic (Clinic can be searched by Clinic Name with 6 character minimum or by
Clinic abbreviation with 4 character minimum).
Note: Clinic does not appear for selection if Patient-Centered Scheduling Reminders
Letter is not defined for the clinic.

12. Select Patient-Centered Scheduling Provider (3 character minimum).

13. Enter a Comment.

14. View the Special Needs/Preferences window by entering Ctrl + P for the Patient Info
dialog box and add or edit preferences as appropriate.

15. Click OK. The request grid shows requests of the selected patient. The newly added
request is selected. The calendar defaults to the desired date and the selected clinic and
defaults, and shows the clinic schedules.

16. View the Special Needs/Preferences window in the ribbon bar to confirm it is updated.
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Tesks | System  Reports

Name: VSETEST ONE Patient Type: DOB: 9/7/1985 NewReq, || Time scale Date Clinic Status - | [Lancuage prereRencE Print
o100 iy 0 ACTION TAKE MORNING
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Ward: Sve Comnected: NO 5 P45 | Appointment Request for VSE TEST ONE b
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vatient Information ; Y| P
Search: | VSETEST ONE
eard] 3 Name DoB
Select Patient ERESTONE TS Special Needs/Preferences || Mobile Requests||_Tools || P
REQUESTTYPE T WAIT TIME All Days - | | PT NAME Gender Institution MRTC| TELEPHONE | PRIORITY | CID/PREFERREI
I Male CHEVENNE VAMC
i Priority Group.
Ol NM
Race
Page| 1 of L
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‘ une - 2017 v Country
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B w9 o w12 » + Special Needs/Preferences ) )
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
R PtCSch Information
= - PACSch Date: B PCSch Date (Per Patient): | Enter diote B
Clinic Schedules
PACSch Appt. Type:* = | Fasting: [7] Length of Apt:
Clinie: + PACSch Provider .
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Figure 70: Patient-Centered Scheduling APPT Request Dialog

5.1.8 Viewing/Editing Patient-Centered Scheduling Request

If a Patient-Centered Scheduling request needs to be reviewed or modified before being booked,
you can View/Edit the request in the Request Grid using the following steps:
1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Click Search.

4. Select the requested patient name from drop down list.

Note: When Spacebar + Search is used, the Ribbon Bar and RM grid adjust to that
selected patient.

5. In Request Type dialog, select Cancel.

6. Inthe Request Management grid, right click on the applicable Patient-Centered
Scheduling request.

7. Select Patient-Centered Scheduling Disposition option.
8. The following options appear for selection:

View Request

Edit Request

Failure to respond

Moved

Deceased

o O O O
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o Doesn’t want VA services
o Received care at another VA
o Other

prcs aves CHURCH TRUDY J
EWL CHURCH TRUDY J

Contact Attempts ‘Recall” has been res

PtCSch D-s%s-.:io'\ ’ I View Request I
in Sat | Edit Request
'3
3 X Fadure to respond
2 i3
Moved
i 20
26 2 Deceased

Dossn't want VA services

Recewved care at another VA

COther

Figure 71: Patient-Centered Scheduling Disposition Dialog

9. Select View Request. The Patient-Centered Scheduling Request dialog box appears
with everything greyed out as the dialog box is Read-Only.
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X Appointrment Request for VSE TEST OMNE @

Fatient Information

MName DOB S5N

WSE,TEST OME 0/7/1985 225-68-1111

Gender Institution Criginating Date

Male CHEYEMME VAMC 06/12/2017

Originating User Priarity Group Ethricity

HOLLINGSWORTH KAREN M HISPANIC OR LATING

Race Address City State  Zip Code
ASIAN 1234 SUNSHIME AVE HUMNTINGTN BCH CA 92647
Country Phone (residence) Phone (work)

United States (423) 987-6543 (423) 926-1171 =

Bad Address?

¥ | Special Needs/Preferences
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences

PtC5ch Information
PtCSch Dater™ B | PtC5ch Date (Per Patient): | Enter dofe B
PtCSch Appt. Type™ v| Fasting: [] Length of Appt:
iz - PtC5ch Provider -
Comment: -
0K Cancel

Figure 72: Patient-Centered Scheduling Appointment View Request Dialog

10. Click OK. You return to the RM Grid.

11. Right click on the applicable Patient-Centered Scheduling request.
12. Select Patient-Centered Scheduling Disposition option.
13. The following options appear for selection:

View Request

Edit Request

Failure to respond

Moved

Deceased

Doesn’t want VA services

Received care at another VA

Other

o O 0O O 0O O O O
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14. Select Edit Request. The Patient-Centered Scheduling Request dialog displays.

PrCs—~ e CHRURCHTRUDY J
EWL ' ’ = CHURCH TRUDY J
— l -
Contact Attempls “Recall” has been rev

n PtCSch O»Sm:ion ’ View Request

TS

3 6 Fadure %0 respond

12 i3

Moved

i 20

2% . Deceased

- </

Doesn't want VA services

Recewed care 3t another VA

Other

Figure 73: Patient-Centered Scheduling Disposition Dialog
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Marme

VSETEST ONE

Gender

Male

Criginating User
HOLLINGSWORTH KAREN M
Race

ASIAN
Country

United States

Bad Address?

v | Special Meeds/Preferences

PtCSch Information

PtCSch Dater® 3/6/2018

B Appointment Request for VSE TEST ONE

DOB
Q/7/1985
Institution
CHEYEMME WAMC

Priority Group

Address

1234 SUNSHIME AVE

Phone (residence)

(423) 987-6543

B | PtCSch Date (Per Patient):

PtCSch Appt. Type:® | Semi-Annual Exam

Clinic: CHY PC ENLOW

Comment: © MO F/U NO LAB

Figure 74: Patient-Centered Scheduling Appointment Edit Request Dialog

S5M
225-68-1111
Criginating Date

06,/12/2017

MNOTE: Ctrl-p to Edit the Patient Information / Special Meeds / Preferences

v| Fasting: [C] Length of Appt: 30

- PtCSch Provider | gpiiTH JANICE

Ethnicity

HISPAMNIC OR LATING

City State Zip Code

HUNTINGTM BCH CA 02647

Phone (work)

(423) 926-1171

3/8/2018 H

Cancel

Note: The editable fields are PtCSch Appt. Type, Fasting, Length of Appt., Clinic, PtCSch
Provider, and Comment. Note the PtCSch Date and PtCSch Date (Per Patient) are not editable.

15. Click OK. The request returns to the Request Grid with the altered information listed.
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5.1.9 Disposition or Remove Patient-Centered Scheduling Request
Perform the following procedure to cancel or delete a Patient-Centered Scheduling request.

1. Logonto VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name.

2. Click Search.
3. Select the requested patient name from drop down list.

4. Inthe RM Grid, right click the Patient-Centered Scheduling request and select PtCSch
Disposition. The following dispositions are available for selection:

o Failure to respond
o Moved
o Deceased
o Doesn’t want VA services
o Received care at another VA
o Other
PICs -~ DR CHURCH TRUDY }
el | = ' CHURCH TRUDY J
Contact Attempts "Recall” has been rel
PtCSch Di'};\o:,:ior ’ View Request

™ o A Edit Request

5‘ ""'- Failure to respond

il iAD &.I :.,cd

15 20

26 iz Doceased

Dossn't want VA services
23 e Recoved care at another VA
Cther
Figure 75: Patient-Centered Scheduling Disposition Options
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5. From the PtCSch Comment dialog box, enter comments as necessary.

B PtCSch Comment =2 |

Comment:

b

[ Clk | [ Cancel

Figure 76: PtCSch Comment Comment Dialog Box

6. Click OK. The patient is removed from the request grid.

7. Certain dispositions will present a Patient Contacts message pop-up if the business rules
were not met. The user can proceed to disposition the request by clicking Yes to
acknowledge the warning.

Patient Contacts 3

The required number of Patient Contacts has MOT been completed for
I % this request.

Are you sure you want to remove this request?

Yes Mo

Figure 77: Warning Pop-Up If Business Rules Were Not Met
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Note the below Request Type, Dispositions, Contact Message information.

Request Type Dispositions Contact Message
PtCSch Failure to Respond Required Mumber
message gets Comment
asked in Vista
Moved comment
Deceased comment
Doesn't want VA Services comment
Received Care at another VA comment
Other Required Mumber message
gets Comment asked in VistA
EWL Death closes
Removed/Non-VA Care closes
Removed/Scheduled-Assigned | closes
Removed/VA Contract Care closes
Removed/No Longer Required Mumber message
MNecessary
Entered in Error closes
Transferred closes
APPT Transfer to EWL
Death closes
Removed/Non-VA Care closes
Removed/Scheduled-Assigned | closes
Removed/VA Contract Care closes
Removed/No Longer Required Mumber message
MNecessary
Entered in Error closes

Figure 78: Request Type/Dispositions/Contact Message Reference

5.2 Contacting a Patient

A patient may need to be contacted by phone or letter to schedule an appointment. Contact
efforts can be added to the patient record for APPT and EWL requests. They are viewable in the
GUI and are stored in the SDEC APPT REQUEST file.

5.2.1 New Contact Attempt
Use the following procedure to document New Contact Attempt information.

1.
2.

3.
4.
5

Log on to VS GUI as a Scheduler.
From the Tasks tab display, in the Search text box, type the patient’s last name (or
patient’s first initial of last name) and last four of SSN (e.g. S1234).

Click Search.

Select the requested patient name from drop down list.
In the Request Type dialog box, click Cancel.
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6. In the request grid, right click APPT, PtCSch, or EWL request type, and then select
Contact Attempts. The following Contact Types are available for selection:

o Call
o Letter
7. Select Call or Letter

CUNC/SERVNCE REQUEST Tyie WAL Tive A

1

Figure 79: Contact Attemps

8. The New Contact Attempt dialog displays showing, Patient Name, Clinic Name, Desired
Appt. Date, Request Type, and Patient phone numbers. Select Call or Letter and accept
the default contact date/time (which is time the New Contact Attempt dialog was opened)
or change as appropriate (can change the Date/Time to a past Date/Time to document
when the contact attempt was actually made).

| Contact Attempts EI@
Request Infarmation
Patient Name: ~ VSE,TEST ONE Clinic Mame:  UAT CA RETEST CLINIC
Desired Appt Date:  01/13/2017 Request Type:  APPT
Home Phone:  (423) 987-6543 Cell Phone:  +423000888843

Work Phone:  (423) 926-1171

New Contact Attempt

Contact Type: @ Cal Letter
Date/Time: | 6/14/2017 12:42 PM =
4 June - 2017 L2

m

Sun Mon Tue Wed Thu Fri Sat | 8:.00 AM 8:30AM 900AM 930 AM

22128 20 30 31 1 2 3 | 10:00 AM 10:30 AM 11:00 AN 11:30 AM
23| 4 5 6 7 8 % 10 | 12:00PM 1230 PM 1:00PM  L30PM
24|11 12 13 |Tl 15 16 17 | 200PM  2:30PM  3:00PM  2:30PM @|
25 (18 19 20 21 22 23 24| 400PM  430PM  S:00PM  S:30PM
26 (25 26 27 28 29 30 1 | &:00PM 630PM  T00PM  T30PM
27| 2 3 4 5 6 7 8 5:00 PM
Close

Drag 2 column header and drop it hers to group by that column

Attempted Date/Time Current Type Comments Entered By Entered Date/Time

Figure 80: Patient Contact Dialog
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9. Enter phone number that was contacted, if desired, and provide any appropriate
information in the Comments section.

10. Click Submit to enter the Call Attempt details which will be displayed at bottom of the
New Contact Attempt screen and highlighted in Green.

11. The above process can be repeated as many times as is needed to attempt to contact the
patient, there is no limit to the number of attempts that can be created.

5 Contact Attempts =n =R
Reguest Information
Patient Name:  VSETEST ONE Clinic Name:  UAT CA RETEST CLINIC
Desired Appt Date:  01/13/2017 Request Type:  APPT
Home Phone:  (423) 987-6543 Cell Phone:  +423000888843

Work Phone:  (423) 926-1171

MNew Contact Attempt

Contact Type: @ Cal Letter
Date/Time: | 6/14/2017 1.03 PM &

Comments:

Submit

Contact Attempts

Drag 2 column header and drop it hers to group by that column.

Attempted Date;Time f | Current | Type [ | Comments | Entered By [ | Entered Date/Time a
6/7/2017 10:00:00 AM True Call LEFT MESSAGE HOLLINGSWORTH KAREN M 6/14/2017 1.03:58 PM

Figure 81: New Contact Attempt Submitted and Displayed

12. After adding two call attempts and a letter, the Attempted Date/Time reflects what the
scheduler changed it to, the name of the person entering the contacts and the date the
contact was entered are shown.
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12.

Request Information

Patient Name:
Desired Appt Date:
Home Phone:

Work Phone:

MNew Contact Attempt

Contact Type:
Date/Time:

Comments:

Contact Attempts

CHURCH.TRUDY J
04/11/2017
JIN 17717777

@ Call Letter

5/2/2017 10:47 PM

Drag = column headsr and drop it hers to group by that column

Attempted Date;T\me
5/2/2017 1:46:00 PM
5/2/2017 1:4500 PM
5/1/2017 10:45:00 AM

| Current
True
True

True

| Type

Letter
Call
Call

I | Comments

MAILED LETTER IN AFTERNOON | HOLLINGSWORTH, KAREN M
2ZND CALL ATTEMPT - NO ANSWE HOLLINGSWORTH, KAREN M
15T ATTEMPT TO CALL - NO ANS HOLLINGSWORTH KAREN M

Clinic Name: ~ CHY PCENLOW
Request Type:  VETERAN
Cell Phone: (777 T77-7777

Submit ‘

[ Entered By

I['| Entered Date/Time
5/24/2017 10:47:08 PM
5/24/2017 10:46:41 PM
5/24/2017 10:45:56 PM

Figure 82: Displaying Name of Person Entering Contacts

After making an appointment the request is dispositioned and removed from the RM Grid.
If the appointment is cancelled the request returns to the grid and the current field in
Contact Attempts changes to false and is a tan color.

VS GUI User Guide

a] Lo o]
Request Information -
Patient Name: ~ CHURCH,TRUDY J Clinic Name:  CHY PC ENLOW
Desired Appt Date: ~ 04/11/2017 Request Type:  VETERAN
Home Phone:  (FTN T77-7771 Cell Phone: (77N 777-7777
Work Phone:
New Contact Attempt
Contact Type: @ Call Letter
Date/Time: 5/24/2017 11:00 PM 5
Comments:
Submit ‘
Contact Attempts
Drag 2 column header and drop it here to group by that column
Attempted Date.«;ﬁma T | Current T Type T | Comments T | Entered By T Entered Date/Time T
5/2/2017 1:46:00 PM False Letter MAILED LETTER IN AFTERNOON I HOLLINGSWORTH KAREN M 5/24/2017 10:47:08 PM
5/2/2017 1:45:00 PM False Call 2ND CALL ATTEMPT - NO ANSWE HOLLINGSWORTH, KAREN M 5/24/2017 10:46:41 PM
5/1/2017 10:45:00 AM False Call 1ST ATTEMPT TO CALL - NO ANS  HOLLINGSWORTH KAREN M 5/24/2017 10:45:56 PM
Figure 83: Appointment Canceled
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13. After making a New Contact Attempt after the cancellation, the new attempt will be green

and the Current field will be “True”.

]
Request Information
Patient Name:
Desired Appt Date:
Home Phone:

‘Work Phone:

New Contact Attempt

Contact Type:
Date/Time:

Comments:

Contact Attempts

CHURCH,TRUDY J
04/11/2017
armnIn-rr

9 Call Letter

/242017 11:03 PM

Drag 2 column header and drop it here to group by that column

Attempted Da;.efllme
5/24/2017 11:00:00 AM
5/2/2017 1:46:00 PM
5/2/2017 1:45:00 PM
5/1/2017 10:45:00 AM

T | Current T | Type

True Call
False Letter
False Call
False Call

0

Comments

Clinic Name: ~ CHY PC ENLOW
Request Type:  VETERAN
Cell Phone:  (Z70) TTI-TTTT

T | Entered By T

CALLING TO RESCHEDULE - 15T ATTEMPT - NO ANE HOLLINGSWORTH, KAREN M

MAILED LETTER IN AFTERNOON MAIL

HOLLINGSWORTH,KAREN M

2ND CALL ATTEMPT - NO ANSWER - LEFT MESSAGE HOLLINGSWORTH KAREN M

15T ATTEMPT TO CALL - NO ANSWER - LEFT MESSA HOLLINGSWORTH KAREN M

Figure 84: New Contact Attempt After Cancellation

VistA Scheduling Enhancements

VS GUI User Guide

70

Entered Date/Time

5/24/2017 11:03:31 PM
5/24/2017 10:47:08 PM
5/24/2017 10:46:41 PM
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6 Appointment Management
6.1 Adding Appointments

6.1.1 Add Appointment for Appointment Request
1. Loginto VS GUI as a Scheduler.

2. In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click Search button, and then select the requested patient name from drop down list.

3. Inthe Request Type dialog box, select APPT and click OK to create new request or
click Cancel for existing request.

Note: Refer to Section 5.1.2 for steps on adding new APPT Request.

i | Request Type @
What type of request is needed?

@ APPT
PtlSch

QK Cancel

Figure 85: Request Type

4. In Request Management Grid, select APPT request. The Clinic Schedule Grid displays
the clinic schedule based upon CID/Preferred date of request. For past dates, the clinic
schedule opens defaulted to current date. For current date (or CID/Preferred date less than
three days in future), the clinic schedule displays defaulted to current date. For future
dates, the clinic schedule displays -/+ three days of CID/Preferred date.

Note: For newly created APPT requests, the system automatically highlights APPT
request and Clinic Schedule displays.
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Figure 86: Select APPT Request — Clinic Schedule Grid Display
5. In Clinic Schedule Grid, select available time slot. Time Slot details display in Time Slot
Viewer.
Note: Refer to Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 87: Select Time Slot

6. Right click in time slot. Add Appointment option displays. Create Walk In Appointment
option is only available for selection on current date. It is not available for past or future
CID/Preferred dates.
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Figure 88: Right Click Options — Add Appointment

7. Select Add Appointment.

8. New Appointment dialog displays as well as Patient Eligibility dialog.
e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, Svc Connected,
Sc Percent, Global Assessment of Function (score) (GAF) (read only), and
Svc Related check box.

o Appointment information section displays Benefit/Eligibility (provides
drop down for patients with multiple eligibility), Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields). Information
can be added pertinent to appointment.

o Appointment Conflicts section displays any appointments already
scheduled that potentially conflict with appointment being added.
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Figure 89: New Appointment Dialog

9. Add any applicable notes to appointment. Click OK.
10. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not
send letter.

Print Letter? |

e Print the Patent Letter?

R

o | [ coxel ]

Figure 90: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.
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0 This request vl be closed,

==

Figure 91: Closing Request Dialog

12. APPT Request is removed from Patient Request Management Grid. Next request for
patient is moved up and highlighted.

13. Clinic Schedule closes and next appointments clinc schedule is opened.
14. New appointment displays in Pending Appointment Window in Ribbon Bar.

15. Select appointment from the Pending Appointment window to view the appointment in
the Clinic S chedule Grid. The clinic schedule opens. For past dates, the clinic schedule
opens defaulted to appointment date. For current date (or appointment date less than three
days in future), the clinic schedule displays defaulted to current date. For future dates, the
clinic schedule displays -/+ three days of appointment date.
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Figure 92: Clinic Schedule Grid — Past Appointment Display
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For current date (or appointment date less than three days in future), the clinic schedule displays
defaulted to current date. See below.
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Figure 93: Clinic Schedule Grid — Current Appointment Display

For future dates, the clinic schedule displays -/+ three days of appointment date. See below.
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Figure 94: Clinic Schedule Grid — Future Appointment Display
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6.1.2 Add Appointment for EWL Request
1. Loginto VS GUI as a Scheduler.

2. In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

3. Inthe Request Type dialog box, select APPT and then click OK to create new request
or click Cancel for existing request.

Note: Refer to Section 5.1.5 for steps on transferring APPT request to new EWL

Request.
» | Request Type [
What type of request is needed?
@ APPT
PtCSch
oK Cancel

Figure 95: Request Type

4. In Request Management Grid select EWL request. The Clinic Schedule Grid displays
the clinic schedule based upon CID/Preferred date of request. For past dates, the clinic
schedule opens defaulted to CID/Preferred date. For current date (or CID/Preferred date
less than three days in future), the clinic schedule displays defaulted to current date. For
future dates, the clinic schedule displays -/+ three days of CID/Preferred date.

Note: For newly created Patient-Centered Scheduling request the system automatically
highlights APPT request and Clinic Schedule displays. If EWL is for a service/specialty,
no grid is displayed and the clinic must be searched and selected.
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Figure 96: Select EWL Request

5. In Clinic Schedule Grid, select available time slot. Time Slot details display in Time Slot
Viewer.

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 97: Select Time Slot
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6. Right click in time slot. Add Appointment option displays.
Note: Create Walk In Appointment option is only available for selection on current date.
It is not available for past or future CID/Preferred dates.

| Add Appoeintment

Create Walk-in Appomntment

Figure 98: Right Click Options — Add Appointment

7. Select Add Appointment.

8. New Appointment dialog contains the following sections:

Appointments Tab:
o Patient Information section displays Name, DOB, SSN, Svc Connected,
Sc Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already

scheduled that conflict with appointment being added.
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9. Add any applicable Notes to appointment. Click OK.
10. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not
send letter.

Print Letter? B3
9 Print the Patent Letter?
QK | | Cancel I

Figure 100: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.

Closing Request E3

0 This request vl be closed,

[ ]

Figure 101: Closing Request Dialog

12. EWL Request is removed from Patient Request Management Grid. The EWL request is
dispositioned as scheduled. Next request for patient is moved up and highlighted.

13. Clinic Schedule closes and the clinic for the next request displays.
14. New appointment displays in Pending Appointment Window in Ribbon Bar.
15. Select appointment from the Pending Appointment window to view the appointment in

the Clinic Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule
opens defaulted to appointment date.
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Figure 102: EWL Appointment Past Date Display

For current date (or appointment date less than three days in future), the clinic schedule displays
defaulted to current date. See below.
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Figure 103: EWL Appointment Current Date
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For future dates, the clinic schedule displays -/+ three days of appointment date. See below.
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Figure 104: EWL Appointment Future Date Display

6.1.3 Add Appointment for Patient-Centered Scheduling Request
1. Log into VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Inthe Request Type dialog box, select Patient-Centered Scheduling and then click OK
to create new request or click Cancel for existing request.

Note: Refer to Section 5.1.7 for steps on adding new Patient-Centered Scheduling

Request.
] Request Type =X
What type of request is needed?
@ APPT
PtC5ch
K Cancel

Figure 105: Request Type
4. In Request Management Grid select Patient-Centered Scheduling request. The Clinic
Schedule Grid displays the clinic schedule based upon CID/Preferred date of request. For
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past dates, the clinic schedule opens defaulted to the CID/Preferred date. For current date
(or CID/Preferred date less than 3 days in future), the clinic schedule displays defaulted
to current date. For future dates, the clinic schedule displays -/+3 days of CID/Preferred

date.

Note: For newly created Patient-Centered Scheduling request the system automatically
highlights PATIENT-CENTERED SCHEDULING request in Request Management Grid
and Clinic Schedule displays.
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Figure 106: Select Patient-Centered Scheduling Request

In Clinic Schedule Grid, select available time slot. Time Slot details display in Time Slot

Viewer.

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 107: Select Time Slot

6. Right click in time slot. Add Appointment option displays.
Note: Create Walk In Appointment option is only available for selection on current
date. It is not available for past or future CID/Preferred dates.

I
- I

' Add Appointment

Create Walk-in Appointment

Figure 108: Right Click Options — Add Appointment
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7. Select Add Appointment.

8. New Appointment dialog contains the following sections:

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 109: New Appointment Dialog

9. Add any applicable Notes to appointment. Click OK.
10. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not

send letter.
Prink Letterd E |

@ Print the Patent Letter?

x| o |

Figure 110: Print Letter? Dialog
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11. Closing Request dialog displays. Click OK.

Closing Request

o This request wil be closed,

[ ]

Figure 111: Closing Request Dialog

Note: The Patient-Centered Scheduling request is not immediately removed from the
request grid. The request is removed when the task “CLEAN UP CLINIC PATIENT-
CENTERED SCHEDULING ENTRIES” has been run and when the appointment is
made within the CLEAN UP DAY SETTING in ENTER/EDIT CLINIC PATIENT-
CENTERED SCHEDULING SITE PARAMS menu option.

12.

13.

14.

Clinic Schedule closes and the clinic for the next request displays.
New appointment displays in Pending Appointment Window in Ribbon Bar.

Select appointment from the Pending Appointment window to view it in Clinic Schedule

Grid. The clinic schedule opens. For past dates, the clinic schedule displays defaulted to

appointment date.
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Figure 112: Clinic Schedule Display — Past Date Appointment

For current date (or appointment date less than three days in future), the clinic schedule displays.
appointment date as Day 1 + six days to current date.
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Figure 113: Clinic Schedule Display — Current Date Appointment

For future dates, the clinic schedule displays -/+ three days of appointment date. See below.
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Figure 114: Clinic Schedule Display — Future Date Appointment
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6.1.4 Add Appointment for Consult Request
1. Loginto VS GUI as a Scheduler.

2. Loginto VS GUI as a Scheduler.

3. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

4. Inthe Request Type dialog box, click Cancel and select existing Consult.
Note: Consult requests are added from CPRS.

| Request Type =
What type of reguest is nesded?

2 APPT

Pt 5ch

Ok Cancel

Figure 115: Request Type

5. In Request Management Grid select Consult Request.

Note: Clinic Schedule does NOT display when selecting Consult request.
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Clinic Schedule does not
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Consult Request.
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Figure 116: Select Consult Request
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6. From Clinic Schedules, enter clinic name (six character minimum).
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L 22 Sunday 23 Monday 24 Tuesday 25 Wednesday |26 Thursday |
22 23 24 iS Z?E 2? 28 o AM 7 = 7
T i = :
Clinic Schedules 10 AM z : z
s cumic soay A - I — = B :
Clinic Schedules Prmn'dersd:e‘ddsv I (new @EEwakin [JNoShow [CheckIn ([Check Out a
Figure 117: Clinic Schedules
7. In Clinic Schedule displays, left click available time slot. Time Slot details display in

Time Slot Viewer.
Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 118: Select Time Slot
8. Right click in time slot. Add Appointment option displays.
Note: Create Walk-In Appointment option is only available for selection on current
date. It is not available for past or future CID/Preferred dates.
4 -
|| Add Appointment
Create Walk-in Appointment
]
Figure 119: Right Click Options — Add Appointment
9. Select Add Appointment.
VistA Scheduling Enhancements 88 June 2017

VS GUI User Guide



10. New Appointment dialog displays as well as Patient Eligibility dialog.

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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M| rasks | system  Repors Patient Information
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! . Refresh
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Figure 120: New Appointment Dialog

11. Add any applicable Notes to appointment. Click OK.
12. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not

send letter.
priot Letter? A

e Print the Patient Letter?
(a4 Il Cancel I

Figure 121: Print Letter? Dialog

13. Consult Request is removed from Patient Request Management Grid. Next request for
patient is moved up and highlighted.
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14. Clinic Schedule closes and clinic for the next request displays, if applicable.

15. New appointment displays in Pending Appointment Window in Ribbon Bar.

16. Select appointment from the Pending Appointment window to view it in the Clinic
Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule opens
defaulted to appointment date.
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Figure 122: Clinic Schedule Display — Consult Past Appointment Date

For current date (or appointment date less than three days in future), the clinic schedule displays
defaulted to current date. See below.
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Figure 123: Clinic Schedule Display — Consult with Current Date
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For future dates, the clinic schedule displays -/+ three days of appointment date. See below.

o Fro— days of appointment.
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Figure 124: Clinic Schedule Display — Consult Future Appointment Date
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6.2 Disposition Appointments

6.2.1 Edit Appointment Information
Editing appointment information can be done within the VS GUI.

Perform the following procedure to edit appointment information:

1.
2.

Log on to VS GUI as a Scheduler.

In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.
In Request Type dialog, click Cancel.

Locate the appointment to be edited in the Pending Appointments Window in the Ribbon
Bar.

The clinic schedule displays. For past appointment dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than three days
in future), the clinic schedule displays defaulted to current date. For future dates, the clinic
schedule displays -/+ three days of appointment date.

In the Clinic Schedule Grid, locate the appointment, right click on the appointment, and
then select Edit Appointment.

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
GROUP 1 2/15/2016

l Edit Appointment l
View Appointment

Cancel Appointment

Undo ncel Appointment

Month
Y 21

, HE - =
Figure 125: Appointment Right Click Options — Edit Appointment

8. Edit Appointment dialog displays.
9. The only field that is editable is Notes. Make any necessary edits to the appointment

information and click OK.
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EN Edit Appointment ® I

Appointments

Patient Information

Name: | ZZTESTPATIENT,MICHAEL PETER

DOB: | APR 20,1973 SSN:IDDU-DU-1125 1

SWC CONNECTED: I‘«'ES 5C PERCENT: I 75

GAF:

New GAF Required

— Appointment

Start Time: | 01/25/2017 2:00 PM

Duration: | 30 j Clinic: | ES CLINIC MWF

Notes: J

=
Appointment Conflicts
Drag a column header and drop it here to group by that column
Resource T Patient f | start Time | End Time "
Report: | Patient Letter = Print 0K Cancel

Figure 126: Edit Appointment Dialog

6.2.2 View Appointment Information
Viewing appointment information can be done in the Clinic Schedule Grid in the VS GUI.
Perform the following procedure to view appointment information:

1. Logonto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type dialog, click Cancel.
4. Locate the appointment to be viewed in the Pending Appointments Window in the Ribbon
Bar.

5. The clinic schedule displays. For past appointment dates, the clinic schedule defaults to
appointment date as Day 1 + six days. For current date (or appointment date less than
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three days in future), the clinic schedule displays defaulted to current date as Day 1 + six
days. For future dates, the clinic schedule displays -/+ three days of appointment date.

6. Inthe Clinic Schedule Grid, locate the appointment, hover over the appointment, and the
appointment details display in the hover box.

MAKING 50ME NOTES. I LIKE TO MAKE
SECRET NOTES ABOUT EVERYBOOY ;)

From:  12/17/2016 08:00
To: 12/17/2016 08:30

Status: New

Figure 127: Hover Box Displaying Appointment Details

7. Right click appointment.
8. Select View Appointment.

GROUP 1 2/15/2016
Edit Appointment
View Appointment J

Cancel Appointment -

Undo Cancel Appointment =

HIHEE

Mark as No Show

Undo NoShow

[ax
Lm 1

Figure 128: Appointment Right Click Options — View Appointment

9. View Appointment dialog displays. It is in read-only mode. No fields are editable. Click
OK to close View Appointment dialog.
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Feporz  Patient Letter 2 Print

| End Time i

V3030016 12:79:00 PM

L3006 12:30:00 PM

0K Cancel

Figure 129: View Appointment Dialog

6.2.3 Cancelling an Appointment
You can cancel an appointment without rebooking it.
1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search. .In Request Type dialog, click Cancel.

In Request Type dialog, click Cancel.

4. Select a scheduled appointment from Pending Appointment Window in Ribbon Bar.

5. The clinic schedule displays. For past appointment dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than three days
in future), the clinic schedule displays defaulted to current date. For future dates, the

clinic schedule displays -/+ three days of appointment date.

6. Select appointment from Clinic Schedule Grid.
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7. Right click and select Cancel.

e SRS ..

Edit Appointment
View Appointment

o 1 o ..

Cancel Appointment

Undo Cancel Appointment

. Undo NoShaov

Figure 130: Appointment Right Click Options — Cancel Appointment

8. Inthe Cancel Appointment dialog box, select a cancellation option:

Cancelled by Clinic: The original CID/Preferred appointment date defaults to the
patient desired date. The date cannot be edited.

Cancelled by Patient: The patient CID/Preferred date is available and defaults to
original CID/Preferred date request. You can edit the date to change it.

9. Select Reason for Cancellation from list.

10. Edit CID/Preferred dates if applicable.

11. Add Remarks as needed.

12. Click OK. The appointment is canceled and not rebooked. If the appointment is linked to
a consult, the consult status changes to Active.
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B Cancel Appointment M= E3
@ Cancelled by Clinic Add Remarks as neaded B
| € Cancelled by Patient
Reason for Cancellation (Select one)
APPOINTMENT NO LONGER REQUIRED
CLINIC CANCELLED
CLINIC STAFFING
INPATIENT STATUS
OTHER
PATIENT OEATH
PATIENT NOT ELIGIBLE
SCHEDULING CONFLICT/ERROR
TELEMEALTH RESCHEDULE
TRANSFER OPT CARE TO OTHER VA
WEATHER
CID/Preferred Date:
>
Print Letter oK Cancel
Figure 131: Cancel Appointment Dialog
13. Appointment displays in Pending Appointment with status of Cancelled by Clinic or
Cancelled by Patient (as applicable).
Date | ainic | Status =
DEC 24, 2015@13 45 ES CLINIC TTH FUTURE
JAN 05, 2016608:00 ES CUNICTTH  FUTURE =
JAN 12, 2016@09:00 ES CLINICTTH FUTURE
JAN 19, 2016@09:45 ES CLINICTTH FUTURE _'J
i Pendmg Appgsntments
Figure 132: Pending Appointment Window — Appointment Status Cancelled by Clinic
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\lOV 24 2015@09 ZC 5 CLINIC SDAY NO ACTION TAKEN
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W n4 7n1 r:fan'nn rnnrml oG e Nn nmnu Twm
JEC 07 2015@09:00 ES CUNIC 5DAY  NO ACTION TAKEN
JEC 09 2015@09:00 ES CUNIC MNVF  NO ACTION TAKEN _'l

\ Penang Apiointments

Figure 133: Pending Appointment Window — Appointment Status Cancelled by Patient

14. Clinic Schedule closes.

15. The patient’s appointment request reappears on the request grid for future rescheduling.
16. Select APPT Request and Clinic Schedule displays again.

Note: Time Slot count increases when appointment is canceled.
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Figure 134: APPT Request — Time Slot Count Increase

6.2.4 Mark as No Show Appointment
Perform the following procedure to record a no show appointment.
1. Logonto VS GUI as a Scheduler.

2. In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

In the Request Type dialog box, click Cancel.

4. From Pending Appointment Window select appointment to mark as no show.
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5. The clinic schedule displays. For past appointment dates, the clinic schedule Clinic
Schedule displays defaulted to appointment date. For current date (or appointment date

less than 3 days in future), the clinic schedule displays defaulted to current date.

6. Select appointment from Clinic Schedule Grid.

7. Right click Appointment.

8. Select Mark as No Show. The appointmet MUST be in the past from the current

date/time.

Note: “Mark as No Show” is not available to select on future dated appointments.

oy
A Lk i
1500 PRl
"
g T
- Yt e Thaos
I |."h =
& |

Figure 135: Appointment Right Click Options — Mark as No Show

9. Mark as No Show dialog displays.

n Mork as No Show M=l &3

~ Description

Use this panel to mark an appointment as a no-show. To print & no-show
letter, cick the button below,

Print Letter [ Cancel

Figure 136: Mark as No Show Dialog

10. Click OK.
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11. Appointment displays in red in Clinic Schedule Grid and Time Slot Viewer.

Schedules
VSE ENH1 CLINIC |
01/08 09:00-01/08 0915 (3] | * ‘ | Day [ Week
=
[
=
= | 8:00AM 4
3 15 4
30 4
45 4
9:00 aM 1l 3
15 4

Figure 137: Clinic Schedule Display — No-Show Red

12. Status in Pending Appointment Window in Ribbon Bar changes to No-Show.
13. Request returns to Request Management Grid for patient.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
JAN 08, 2017@09:00 VSE ENH1 CLINIC NO-SHOW =
JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE -

Pending Appointments

Figure 138: Pending Appointment Window — Appointment Status No-Show

14. Inpatient appointments CANNOT be dispositioned as No-Show.

15. The User will receive a warning message if attempting to flag an Inpatient as a No-Show
that it is Not Allowed to flag an Inpatient as a No-Show.

16. Click OK to close the message block and the appointment should not show as a No-

Show.
Not Allowed ==
. This Patient was assigned as an inpatient during this appointment time.
You cannet no-show an inpatient.
Figure 139: No-Show Warning Message
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6.2.5 Undo No-Show Appointment

If a patient is recorded as a no-show but arrives in time to be seen, a previously recorded no
show can be undone. Perform the following procedure to undo a no-show appointment.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. In Request Type dialog, click Cancel.

4. In the Pending Appointments Window in Ribbon Bar, locate the No Show appointment to
undone.

5. The clinic schedule displays. For past appointment dates, the clinic schedule displays
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule displays defaulted to current date.

6. Right click Appointment.

7. Select Undo NoShow.

Lo

-
e
Figure 140: Appointment Right Click Options — Undo NoShow

8. In Clinic Schedule Grid, the appointment changes from red to purple.
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Figure 141: Appointment Clinic Schedule Display — Undo NoShow as Purple

9. Appointment status in Pending Appointment Window changes to No Action Taken.

DEC 24, 2015213:45 ES CUINICTTH FUTURE

DEC 25, 2015@09:30 ES CUNICMWF  FUTURE

DEC 28, 2015809:20 ES CLINIC SDAY  CANCELLED BY CLINIC

DEC 29, 2015208:00 PULMONOLOGY C FUTURE

JAN 05, 2016209:00 ES CLNICTTH FUTURE ;'

Pending Appointments

Figure 142: Undo NoShow — Appointment Status No Action Taken

10. Request closes and is relinked to appointment.

6.2.6 Checking In a Patient
Perform the following procedure to check in a patient for an appointment.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s

first initial of last name and last four of SSN (e.g. S1234), click the Search button, and

select the requested patient name. Click Search.

In the Request Type dialog box, click Cancel.

4. In the Pending Appointments Window in Ribbon Bar, locate the appointment to be
checked in.

5. The clinic schedule displays. For past appointment dates, the clinic schedule Clinic
Schedule opens defaulted to appointment date. For current date (or appointment date less
than three days in future), the clinic schedule displays defaulted to current date.

6. Right click Appointment.

w
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7. Select Check In Patient.
Note: Check In is not available for future dated appointments.

S | Edit Appointment

View Appointment

|
"

C Cancel Appointment

=

Undo Cancel Appointment

Check In Patient

| Undo Check In Patient

‘ Check Qut Pzatient

Undo Check Out Patient

Mark as No Show

|
|
{
l‘ Undo NoShow

EEEE ||

|

2

Figure 143: Appointment Right Click Options — Check In Patient

7. Appointment Check In dialog displays. Edit the check in date and time as needed.

B appointment Check In [ X]
Patient Name: |ESTEST LARRY D

Checkln Time: 12/18/2015 ® @ 08:55:49 8

Figure 144: Appointment Check In Dialog

8. Click OK. The appointment color changes to yellow, signifying the patient has checked
in for the appointment.
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Schedules

VSE ENH1 CLINIC
01/08 09:00-01/08 02:15 3] ?) ‘ | Day || Week
TEST.CHRISTINE 5‘
5EN- 3423 D0B: 5/25/1976| 08 Sunday
g
= | 800 AM 4
E 15 4
30 4
45 4
9:00 AM |_TC .
15 4

Figure 145: Clinic Schedule Display — Check In Yellow

9. In Pending Appointment Window in Ribbon Bar, appointment status changes to ACT
REQ/CHECKED IN.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
[JAN 08, 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKED IN | ‘%
JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE =
Pending Appointments I

Figure 146: Pending Appointment Window — Status ACT REQ/CHECKED IN

6.2.7 Undo a Patient Check In

If a patient is checked in by mistake, the check in can be undone.

Perform the following steps to undo a patient check in:
1. Logonto VS GUI as a Scheduler.
2. Inthe Clinic Schedule Grid, select the patient check in that needs to be undone.
3. Right-click and select Undo Check In Patient.
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ST CHRISTINF 1| Edt Appointment
View Appointment
Cancel Appointment
s Undo Cancel Appointment
VSE ENH1 CLINIC
_ ; Check In Patient
01/08 09:00-01/08 02:15 3] |
- ‘1 Undo Check In Patient
TEST.CHRISTINE 3 ol
SSN: 3423 DR 3 Check Out Patient
o
;_-'; 800 AM_ Undo Check Qut Patient
3 U stk ss No S
'3ﬂ u viargk as INO oW
45 Undo NoShow
00 AM T - —

Figure 147: Appointment Right Click Options —Undo Check In Patient

4. Appointment changes color display from yellow to purple.

Schedules
VSE ENH1 CLINIC |
01/08 08:00-01/08 09:15 [3] 'igjl  Day [ Week
=
e rre—
%
=1
= | 200 AM 4
% 15 4
K 30 -
45 -
9:00 AM 8 -
15 -

Figure 148: Clinic Schedule Display — Undo Check In Patient Purple
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5. From Pending Appointment Window, appointment status changes to No Action Taken.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
[JAN 08, 2017@09:00 VSE ENH1 CLINIC NO ACTION TAKEN | s
JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE .

Pending Appointments
Figure 149: Pending Appointment Window — Appointment Status No Action Taken

6.2.8 Check Out a Patient

Perform the following procedure to check out a patient.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s

first initial of last name and last four of SSN (e.g. S1234), click the Search button, and

select the requested patient name. Click Search.

In the Request Type dialog box click Cancel.

4. In the Pending Appointments Window in Ribbon Bar, locate the appointment to be
checked out.

5. Clinic Schedule displays. For past appointment date, Clinic Schedule opens defaulted to
appointment date. For current date (or appointment date less than three days in future),
schedule displays defaulted to current date. For future dates, schedule displays -/+ three
days of appointment date.

6. Right click and select Check Out Patient.

Note: Check Out is not available to select if Check In has not been performed.

w
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Figure 150: Appointment Right Click Option — Check Out Patient

7. Update the Appointment Check Out dialog box.
e Confirm the date and time. Edit as needed.
e Check Follow-up Needed, if applicable.
Note: Check Out must be at least one minute after Check In.

8. Click OK. The appointment status is changed to ACT REQ/Checked Out in Pending
Appointment Window and the color changes to orange in Clinic Schedule.

Note: When Scheduler clicks OK, if Follow-up Needed was checked, then the New
APPT Request dialog displays. This APPT Request dialog needs to be completed before
Patient Check Out is complete.
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Patient Name: | TEST,CHRISTINE |

CheckOut Time: | 01/09/2017 8| @ | 00:06:43 El
Follow-up Needed 1/9/2017 =
Description

Use this panel to check cut an appointment.

|m: ||Cancel|

Figure 151: Appointment Check Out Dialog

Schedules
VSE ENH1 CLINIC |
01/08 09:00-01/08 09:15 [3)] ':j_'j'l | Day | |_!h;_
j
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(%]
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= | 800 AM -
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- -30 4

A5 4

9:00 AM 58 3

Figure 152: Clinic Schedule Display — Check Out Patient Orange

Date Clinic Status <
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
JAN 08, 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKED OUT| H
JAN 10, 2017@08:30 VSE ENH1 CLNIC FUTURE -
Pending Appointments

Figure 153: Pending Appointment Window — Status ACT REQ/CHECKED OUT
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6.2.9 Undo a Patient Check Out

If a patient is checked out by mistake, the check out can be undone.

Perform the following steps to undo a patient check out:

1. Logonto VS GUI as a Scheduler.

2. Inthe Clinic Schedule Grid, select the patient check in that needs to be undone.
3. Right click and select Undo Check Out Patient.

ST CHRISTIME
Schedules
VSE ENH1 CLINIC
01/08 09:00-01/08 09:15 [3] ?
=
3
m
v
2]
<
2
"
45|
9:00 AM [

Edit Appointment
View Appointment
Cancel Appointment

Unde Cancel Appointment

Check In Patient
Undo Check In Patient

Check Cut Patient

Undo Check Out Patient

Mark as No Show

Undo NoShow

o -

. I
la

Figure 154: Appointment Right Click Options —Undo Check Out Patient

4. Appointment changes display from orange to yellow.

Schedules
VSE ENH1 CLINMIC

01/08 09:00-01/08 0915 3] | E,ﬁ‘l | Day | | Week

TEST.CHRISTINE 5‘
SSM- 3423 DOB: 5/25/1976| & 08 Sunday

g

= | 200 AM -

% 15 -
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A5 4

9:00 AM _TC =
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Figure 155: Clinic Schedule Display — Undo Check Out Patient Yellow

VistA Scheduling Enhancements 109
VS GUI User Guide

June 2017



5.

From Pending Appointment Window, appointment status changes to ACT
REQ/CHECKED IN.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
[ JAN 08, 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKEDIN | |&
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE .

Pending Appointments

Figure 156: Pending Appointment Window — Status ACT REQ/CHECKED IN

Note: Undoing the check out will also delete all the encounter information that has been entered
up to this point.

6.2.10 Rescheduling an Appointment
You can cancel an appointment and reschedule it for another time.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. In Request Type dialog, click Cancel.

4. Inthe Pending Appointments Window in Ribbon Bar, locate and select the appointment
to be rescheduled.

5. The Clinic Schedule displays. For past appointment date, Clinic Schedule opens
defaulted to appointment date. For current date (or appointment date less than three days
in future), schedule displays defaulted to current date. For future dates, schedule displays
-/+ three days of appointment date.

6. In Clinic Schedule Grid, select the scheduled appointment, drag and drop it to another
open time slot.

7. Move Appointment dialog displays.

8. Click OK to confirm new appointment time.

Move Appointmentz 3]
Are you sure you want to move this appointment?
= New appointment time: 12§29/2015 4:00:00 PM
|
OK | Cancel
Figure 157: Move Appointment? Dialog
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6. Inthe Cancel Appointment dialog box, define the fields as appropriate to cancel the
original appointment.

Note: Refer to Section 6.2.3 Cancelling an Appointment for detailed instructions.

5ﬁi Cancel Appointment =

Appointment Cancelled By Remarks (Optional)

@) Cancelled by Clinic
! Cancelled by Patient

Reason for Cancellation (Select one)

APPCINTMENT NO LONGER REQUIRED
CLUNIC CANCELLED

CLINIC STAFFING

INPATIENT STATUS

OTHER

PATIENT DEATH

PATIENT NOT ELIGIBLE

SCHEDULING COMFLICT/ERROR
TRANSFER OPT CARE TO OTHER VA
WEATHER

CID/Preferred Date:

11/28/2016

Print Letter 0K Cancel

Figure 158: Cancel Appointment Dialog

7. Click OK. In Pending Appointment Window in Ribbon Bar, the original appointment is
canceled and a new appointment is created. If the appointment is linked to a consult, the
consult status changes to Scheduled and the cancellation and reschedule are recorded in

the consult.

Date l Clinic I Status | B

DEC 22, 2015@14:40 ES CLINICSDAY  FUTURE
; : ELILIRE
DEC 29, 2015@15:40 ES CLINIC SDAY  CANCELLED BY CLINIC _l

DEC 29, 2015@16:00 _ES CLUINIC 5DAY FUTURE
=

1‘ Pending Appointments

Figure 159: Pending Appointment Window — Appointment Status Cancelled and Future

8. The patient’s appointment request no longer appears on the request grid.
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6.3 Multiple Appointment Requests and Appointments

Multiple Appointment Requests allow the scheduler to create requests and book a series of
appointments at one time for a patient.

6.3.1 Multiple Appointment Request

1. Log into VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In the Request Type dialog box, select APPT to create a new request.

Patient’s Eligibility Information dialog displays.

In the Appointment Request dialog confirm Patient Information details.

In the Appointment Request dialog box, complete the Request Information section.

ok

e Select Clinic or Service/Specialty radio button. For Clinic enter clinic name
(minimum of six characters required). For Service/Specialty enter service or specialty
(minimum of six characters required).

e Enter CID/Preferred Date for the preferred appointment date. Scheduler can enter
date directly or select date from Calendar control option.

e Select Appointment Type if not defaulted by patient eligibility and clinic selection
then choose from drop down list.

e In Request By, select either Provider or Patient.

e If Provider selected then enter provider name (three character minimum) and select
from list.

Note: If, Patient was selected in Request By field, then Provider field is dimmed and
not editable.

e Status is automatically populated.

a. Established — The patient has been seen at that clinic in the past 24 months
b. New — The patient has not been seen at that clinic in the past 24 months

e Multiple Appointments Required check box is enabled. Click box to enter check
mark.

o Number of Appointments Required drop down is visible. Up to 60
appointments can be requested at one time.

o Interval Between Appointments (In days) drop down is visible. Up to 30
days between appointments can be requested at one time.

Note: The combination of Number of Appointments Required and Interval Between
Appointments cannot exceed 24 months. If the selected combination does exceed 24
months to complete, when the Scheduler selects OK to complete the Appointment
Request the MRTC Interval/Appt.# Dialog displays, “The combination of requested
appointments and the interval between appointments exceeds 24 months. Please adjust
the number of requested appointments and/or the interval between appointments so that
the combined duration is less than 24 months.” The adjustment must be made before the
Multiple Appointment Request can be completed.
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MRTC Interval/Appt. # [ X]

The combination of requested appointments and the interval between
appointments exceeds 24 months. Please adjust the number of requested
appointmentst andior the interval between appointments so that the
combined duration is less than 24 months.

Figure 160: MRTC Interval/Appt. # Dialog

e Text can be added in Comment field up to 80 characters to add information
regarding Appointment Request. For MRTC Requests the text displays in Request
Management Grid under Comment column after the {Day, Interval} information.

7. Click OK. Find Appointment dialog displays to allow Scheduler to book Multiple
Appointments at one time. See Section 6.3.2 for booking appointments from Find
Appointment Dialog.

6.3.1.1 Note Regarding Parent and Child Appointment Requests

When booking Multiple Appointment Requests the scheduler can click Close in the Find
Appointment dialog. If this is done prior to the first appointment in the series being booked the
Parent MRTC Request is placed in the Request Grid with a “P” and check mark in MRTC
Column. The {Day, Interval} requested in the Appointment Request displays in the Comment
column. Any text entered into Comment field of Appointment Request dialog displays in the
Comment column after the {Day, Interval} information. MRTC APPT Requests with Comments
are flagged with a red arrow in the Request Management Grid.

If the scheduler books the first appointment in the series and then clicks CLOSE in the Find
Appointment Dialog the Parent Request displays in the Request Grid. Additionally, the
remaining unbooked appointments display as individual Child MRTC Requests in the Request
Grid with a check mark in the MRTC Column but not a “P”. The appointment placement in the
series as well as the number of total appointments requested display in the Comments column.
Any comments entered in the original MRTC Appointment Request dialog display in each
individual Child Request after the {Day, Interval} information.

Selecting the Parent MRTC Request launches the Find Appointment dialog and the scheduler
can continue booking all remaining appointments for the series from Find Appointment.
However, selecting a Child MRTC Request opens the Clinic Schedule and the Scheduler can
only book the individual appointment following the same steps as adding an appointment for an
APPT Request (refer to Section 6.1.1). The Parent MRTC Request is not removed from the
Request Grid until all appointments in the series have been booked. A Child MRTC Request is
removed from the Request Grid at the time the appointment is booked.
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Figure 161: MRTC Requests displayed in Request Management Grid

6.3.2 Adding Multiple Appointments from Find Appointment Dialog

When Scheduler clicks OK in Appointment Request Dialog with Multiple Appointment
Required checked, the Find Appointment dialog displays to allow Scheduler to book Multiple
Appointments at one time.

1. Inthe Find Appointment dialog the following information is displayed:

e Calendar in upper left corner. The CID/Preferred date entered in Appointment
Request is highlighted.

e The Clinic is defaulted in drop down field from Appointment Request in Resources
Section in the upper middle pane of Find Appointment dialog. This field is editable
and Clinics can be switched between appointments as needed.

e Patient’s Time of Day and Day of Week preferences are defaulted in upper right
pane of Find Appointment dialog. These can be edited/adjusted as needed.

e The CID/Preferred date entered in Appointment Request is displayed under the Time
of Day and Day of Week preferences in Find Appointment dialog with tag labeled
Original CID:. This is data not editable.

e Search button is available if availability needs recalculated due to date or clinic
changes.

e Multiple Appointment Required information is defaulted from Appointment
Request in middle of Find Appointment dialog. This information is not editable.

e CID drop down displays list of unbooked appointment dates. These dates are
calculated based upon the original CID/Preferred Date + Number of Appointments +
Interval Between Appointments.

e For clinics with special instructions defined, the Special Instructions Button
displays in Search Results section of Find Appointment dialog. When clicked, a
Special Instruction dialog displays with the defined information available to review.

e The clinic’s appointment length, variable length, and Max Overbook settings
display in label in Search Results section.

¢ In Search Results section, availability results display -/+ three Days of CID date for

future dates. For current CID dates availability display Day 1 + six days in Search
Results field.
Note: Time of Day and Day of Week preferences limit availability results.

o Book Column allows Scheduler to select time slot for booking appointment.
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Start Time Column displays start time of time slot.

End Time Column displays end time of time slot.

Resource Column displays name of Clinic currently selected.

Slots Column displays available time slot count. Slots available for

overbooking display based upon the Scheduler’s security key allowances.
Note: Time Slots do not display if no availability is defined for that time period for
the clinic or overbooking has been reached beyond the Scheduler’s security key

allowances.

e Number of Available Slots: Count displays at bottom of Find Appointment dialog
notifying Scheduler how many slots are displaying as available for the selected CID

date.

e Next and Book buttons are disabled until first Time Slot(s) is selected for booking.

2. Select time slot in Booking Column.

Note: If Clinic DISPLAY INCREMENTS PER HOUR is defined for a count less than
the defined LENGTH OF APP'T then multiple Time Slots may need to be selected to
satisfy the Appointment Booking Requirements and enable the Book Button.

3. Click Book button.

Note: If the selected time slot has reached its defined slot count and scheduler has
appropriate security keys to overbook, then a dialog displays alerting scheduler that
continuing with scheduling appointment will result in overbooking the selected time slot.
Scheduler can click OK to confirm overbooking and continue to New Appointment

dialog.
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Figure 162: Find Appointment Dialog
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4. New Appointment dialog displays. New Appointment dialog has one tab:
e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.

5. Confirm information in New Appointment dialog and add any applicable text to Notes
section. Click OK.

6. Print Letter? Dialog displays. Click OK to Print the Patient Letter. Click Cancel to close

dialog and not print Patient Letter.

Closing Request dialog displays “This request will be closed.”

Click OK.

9. First MRTC Appointment is booked. CID date in Find Appointment dialog changes to
next appointment date in series. MRTC Booking Status dialog displays to track
appointments as they are booked. An arrow points to date in MRTC Series that is being
booked and automatically updates as appointments are completed. The following
information displays in the MRTC Booking Status dialog:

e CID Date—Calculated by first booked appointment date and Interval Requested.
e Appointment Date—date selected when booking appointments.
e Resource—Clinic name where appointment was booked.

®
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12. New Appointment dialog displays.

13. Confirm information in New Appointment dialog and add any applicable text to Notes
section. Click OK.

14. Print Letter? Dialog displays. Click OK to Print the Patient letter. Click Cancel to close
dialog and not print Patient Letter.

15. Closing Request dialog displays “This request will be closed.”

16. Click OK.

17. Second MRTC Appointment is booked. CID date in Find Appointment dialog changes to
next appointment date in series. Appointment date is added in MRTC Booking Status
dialog for second appointment and arrow progress to next appointment (if applicable).

18. Once all MRTC Appointments have been booked for the series, the Closing Request
dialog displays, “The Parent MRTC Request will be closed.”

19. If a clinic has a future inactive date and the CID date falls + three days after the Inactivate
Date, a grey label displays in the Search Results section of the Find Appointment dialog,
“There are no slots available. The selected Clinic will be deactivated on {Inactivation
Date}. Please select another clinic and click Search to complete the MRTC request.” To
complete adding appointments for the series, the Scheduler needs to change to an
appropriate clinic in the Resources section with availability and continue adding
appointments for the remainder of the series’ requests.
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Figure 164: Future Clinic Inactivation Date

6.4 Overbooking Appointments

Schedulers can overbook appointments based upon the following rules:

1. The Scheduler must have the Scheduling Overbook (SDOB) security key to overbook up
to the clinic’s Maximum (Max) Overbook (OB) definition. Schedulers must have the
Scheduling Master Overbook security key (SDMOB) security key to schedule beyond the
clinic’s Max OB definition. Schedulers with both overbook security keys can overbook
on any day that has availability defined regardless of the clinic’s Max OB definition.
Schedulers cannot overbook if they are not assigned an overbooking security key.

The Clinic must have availability defined for the day in question. If there is no
availability defined, then Schedulers will not be able to overbook appointments on that
day regardless of the security key assigned to them.

3. Appointments cannot be overbooked prior to the start of the day’s clinic availability.
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6.4.1 Overbooking Appointments with SDMOB Security Key

Schedulers assigned the SDMOB can overbook anytime outside of clinic availability from clinic
start time to 11:59 p.m. even if the Max Overbook Limit defined for a clinic has been reached.

Perform the following steps to overbook an appointment with the SDMOB security key:

1. Log into VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and

select the requested patient name. Click Search.

2. Inthe Request Type dialog box, select APPT, and then click OK. To create new request

or click Cancel for existing request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new

APPT Request.

& Request Type
What type of request is nesded?
@ APPT
PtCSch

0K

=

Cancel

Figure 165: Request Type

3. In Request Management Grid select APPT request. The Clinic Schedule Grid displays
the clinic schedule based upon CID/Preferred date of request. For past dates, the clinic
schedule opens defaulted to CID/Preferred date as Day 1 + six days. For current date (or
CID/Preferred date less than three days in future), the clinic schedule displays defaulted
to current date as Day 1 + six Days. For future dates, the clinic schedule displays -/+

three days of CID/Preferred date.
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Figure 166: Clinic Schedule Display — APPT Request Future CID/Preferred Date

Note: For newly created APPT request, the system automatically highlights APPT
request and Clinic Schedule displays.

4. In Clinic Schedule Grid, select time slot in grey that is within the clinic hours, from clinic
start time to 11:59, or a date/time slot that has existing overbooks.

Note: Clinic Max Overbook limit displays in Clinic Day Event notes.
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Limit Display { affer clinic availability.
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I bie W Cverbock [ Iupoﬂ.m:m Erew [Cwaikin ElNo Show [ checkin [ Check Out ]

Figure 167: Max Overbook Limit

5. Right click in time slot. Add Appointment option displays.
Note: Create Walk In Appointment option is only available for selection on current
date. It is not available for past or future CID/Preferred dates.
Note: Right click options do not display if selected time slot is for a day that has no
availability defined or is prior to the clinic start time.
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Click OK.

©ooNo

Add Appeintment

Create Wsalk-in Appontment

—
Figure 168: Appointment Right Click Options — Add Appointment

Select Add Appointment.
Overbook message displays.

New Appointment dialog displays as well as Patient Eligibility dialog.

e Appointments Tab:
o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.
o Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).
o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 169: New Appointment Dialog — Appointments

10. Add any applicable Notes to appointment. Click OK.
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11. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not

send letter.
Print Letter? [ X
9 Print the Patent Letter?

oK I Cancel

Figure 170: Print Letter? Dialog

12. Closing Request dialog displays. Click OK.

Closing Request [ X|

0 This request vall be dosed,

o]

Figure 171: Closing Request Dialog

13. APPT Request is removed from Patient Request Management Grid. Next request for
patient is moved up and highlighted.

14. Clinic Schedule closes.
15. New appointment displays in Pending Appointment Window in Ribbon Bar.

16. Select appointment from the Pending Appointment window to view it in the Clinic
Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than three days
in future), the clinic schedule displays defaulted to current date. For future dates, the
clinic schedule displays -/+ three days of appointment date.

17. Overbook count increases in Clinic Schedule time slot and in Time Slot Viewer. If the
appointment count has filled the time slot, a hover window displays showing the slot
count.
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Figure 172: Clinic Schedule Display — Overbook Appointment

6.4.2 Overbooking Appointments with SDOB Security Key

Schedulers assigned the SDOB security key can overbook outside of clinic availability from
clinic start time to 11:59 p.m. They cannot overbook past the Max Overbook Limit defined for a
clinic.
Perform the following steps to overbook an appointment with the SDOB security key:

1. Log into VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

2. Inthe Request Type dialog box, select APPT and then click OK to create new request
or click Cancel for existing request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new
APPT Request.

| Request Type [l
What type of request is needed?
@ APFT
PtCSch
oK Cancel

Figure 173: Request Type

3. Select APPT request in the Request Management Grid. The Clinic Schedule Grid
displays the clinic schedule based upon CID/Preferred date of request. For a past date,
clinic schedule opens defaulted to CID/Preferred date as Day 1 + six days. For a current
date (or CID/Preferred date less than three days in future), the clinic schedule displays
defaulted to current date as Day 1 + six days. For future dates, the clinic schedule
displays -/+ three days of CID/Preferred date.
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Note: For newly created APPT request the system automatically highlights the APPT
request and the Clinic Schedule displays.
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Figure 174: Clinic Schedule Display — APPT Request Future CID/Preferred Date

In Clinic Schedule Grid, select time slot in teal that is within the clinic hours, close of
clinic hours to 11:59 p.m., or a date that does not already have existing overbooks.

Note: Clinic Max Overbook limit displays in Clinic Day Event notes.
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Figure 175: Overbook After Hours Time Slot

4. Right click in time slot. Add Appointment option displays. The Create Walk In
Appointment option is only available for selection on current date. It is not available for
past or future CID/Preferred dates.
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Note: Right click options do not display if selected time slot is for a day that has no
availability defined, is prior to the clinic start time, or the Max Overbook limit has been
met for the day.

I —
« I
Add Appointment l

Create Walk-in Appomntment I

Figure 176: Appointment Right Click Options — Add Appointment

5. Select Add Appointment.

6. Overbook message displays.

There are no shots avalable &t the selected time, Do you warkt to
overbook this appontment?

ok |[ coaxel ]

Figure 177: Overbook Confirmation Dialog

7. Click OK.

8. New Appointment dialog displays as well as Patient Eligibility dialog.

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 178: New Appointment Dialog

9. Add any applicable Notes to appointment. Click OK.
10. Print Letter? Dialog displays. Click OK to print Patient Letter. Click Cancel to exit
dialog and not print Patient Letter.

Print Letter? |

e Print the Patent Letter?

ok | [ comcol ]

Figure 179: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.
Closing Request K3

0 This request vall be closed,

=]

Figure 180: Closing Request Dialog
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12. APPT Request is removed from the Patient Request Management Grid. Next request for
patient is moved up and highlighted.

13. Clinic Schedule closes.
14. New appointment displays in Pending Appointment window in Ribbon Bar.

15. Select appointment from the Pending Appointment window to view it in the Clinic
Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than three days
in future), the clinic schedule displays defaulted to current date. For future dates, the
clinic schedule displays -/+ three days of appointment date.

16. Overbook count increases in clinic schedule time slot and in Time Slot Viewer. If the
appointment count has filled the time slot, a hover window displays showing the slot
count.
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Figure 181: Clinic Schedule Display — Overbook Appointment After Hours

6.5 VL APPT

Scheduling appointments can typically be done in fixed length intervals based upon the clinic
definitions. However, a clinic can be setup as a VL clinic, allowing a user to schedule an
appointment for an extended amount of time as needed rather than scheduling multiple
appointments.

6.5.1 Identifying a VL Clinic
In order to identify if a clinic is set up for VL scheduling, perform the following steps:

1. Logonto VS GUI.

2. From Clinic Schedules, search and select clinic by typing clinic name (six character
minimum) or by typing clinic abbreviation (four character minimum).
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Figure 182: Clinic Schedules — Clinic Search

3. The selected clinic’s schedule displays defaulted to current date as Day 1 + six days.
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Figure 183: Clinic Schedule Grid

4. To confirm clinic is able to book VL appointments, view the All Day Event Bar in Clinic

Schedule Grid. A label displays the clinic’s defined appointment length and max

overbooking limit. If the clinic is designated as a variable length clinic, the letters “VL”
display before the appointment length.

[week || Month || Timeiine |

8 AM
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6.5.2 Add a VL APPT
Perform the following steps to add a VL APPT:

1. Inthe clinic schedule, select the time slot that the APPT shall begin.

2. Right click and select Add Appointment. The New Appointment dialog displays.
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3. Select the Duration drop down box and select the appropriate duration of APPT.

M

Appointments l

Patient Information

Name: | TEST,CHRISTINE
DOB: | MAY 25,1976 SSN: | 765123423

SVC CONNECTED: | NO SC PERCENT: |

GAF: | [] Svc Related

Appointment

. Appt
Start Time:| 01/12/2017 || 1100 AM |® Tyme: (REGULAR

Duration: |20 »|  Clinic:| CHY CARDIOLOGY

Notes: 20 |
w

100
120
140

. 160
Appointment Q 1 g

200
Drag a column bl 220 column

240

Resource T Patient W)smnme ‘?Isndrm?

OK

Figure 186: Clinic Schedule Display — Multiple Time Slot Selected
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4. The New Appointment dialog box appears. Confirm that the appointment duration
reflects the correct amount of time.

# | New Appointment [wt3]

Appointments

Patient Information

Name: | TEST,CHRISTINE

DOB: | MAY 25,1976 SSN:| 765123423
SVIC CONMNECTED: | NO SC PERCENT:
GAF: Svc Related
Appointment
Y [P —— . Appt
Start Time: | 01/12/2017 11:00 AM |8 Type REGULAR -
Duration: | 60 2 Clinic: | CHY CARDIOLOGY
Notes:
=

Appointment Conflicts

Drag a column header and drop it here to group by that column

o - \—'l
Resource i[ | Patient | Start Time | End Time V|

oK Cancel

Figure 187: New Appointment Dialog — VL APPT Duration

5. Click OK. The Print Letter? Dialog box displays.
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6. Click Cancel. The Closing Request dialog box displays “This request will be closed”.
7. Click OK. New APPT displays in Pending Appointment window.

8. Select APPT from Pending Appointment window. Clinic Schedule displays with booked
APPT spanning two time slots, indicating a VL APPT.
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Figure 188: Clinic Schedule Display — Appointment Length Extended

6.6 Compensation and Pension (C&P) APPTs

6.6.1 Add a C&P APPT Request
1. Loginto VS GUI.

2. In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

Select APPT Request Type.

4. Complete APPT Request dialog. Refer to Section 5.1.2 for instructions on completing
APPT Request dialog.
5. Select appropriate Clinic for C&P appointment.
6. Enter CID/Preferred Date.
7. In Appointment Type drop down, select C&P.
8. Click OK.
9. APPT Request is displayed in patient’s Request Management Grid.
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6.6.2 Add a C&P APPT for Pending 2507 Request NOT Previously
Linked to Appointment

1. Loginto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid, left click open time slot.

o 0~ w

Right click, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

7. New Appointment dialog displays.
8. Confirm Appointment Type is listed as C&P. If not, select from drop down list.
9. Add any applicable APPT information to Notes section.
10. Click OK.
11. Dialog displays:
I |

AMIE C&P EXAM TRACKING record updated.

OK

Figure 189: TRACKING Record Updated

Note: If patient did NOT have pending 2507 Request on file a dialog displays:

‘You have made a C&P appointment for a patient who has no pending 2507
| request!

Figure 190: C&P Appointment for Patient with No Pending 2507 Request

12. Click OK.
13. Print Letter? Dialog displays.

14. Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print patient
letter.
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15. Closing Request Dialog displays:
“This request will be closed.”
16. Click OK.

17. New C&P APPT displays in Pending Appointment window. Automated Medical
Information Exchange (AMIE) Tracking Link is updated.

6.6.3 Add a C&P APPT for Pending 2507 Request Already Linked to
APPT NOT Due to Cancellation

1. Loginto VS GUI.

2. In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the patient name with pending C&P APPT
Request from drop down list.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid left click open time slot.

o gk~ w

Right click, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

7. New Appointment dialog displays.

8. Confirm Appointment Type is listed as C&P. If not, select from drop down list.
9. Click OK.

10. C&P requests dialog displays with the following information:

e Name: Veteran name
e Request Date: Date 2507 Request created
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L& Comp & Pension Requests

Please select a Compensation and Pension Request.

- |0 X

Name l Request Date

ESTEST,EMS L Jan 07, 2016@07:49:57

Figure 191: C&P Requests Dialog

11. Select appropriate 2507 Request from list.
12. Click OK.
13. C&P request displays with option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments. Is this appointment due to a
cancellation?

i Yes Mo

Figure 192: C&P Request Due to Cancellation Dialog

14. Click No.
15. Dialog displays:
I < |

AMIE C&P EXAM TRACKING record updated.

OK

Figure 193: AMIE C&P EXAM TRACKING Record Updated
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16.
17.
18.

19.
20.

Click OK.
Print Letter? Dialog displays.

Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print Patient
Letter.

Closing Request dialog displays: “This request will be closed.”

New C&P Appointment displays in Pending Appointment window. AMIE Tracking Link
IS updated.

6.6.4 Add a C&P APPT for Pending 2507 Request due to Clinic

o g k~ w

8.
9.

Cancellation
Log into VS GUI.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid, left click open time slot.

Right click time slot, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

New Appointment dialog displays.
Confirm Appointment Type is listed as C&P. If not, select from drop down list.
Click OK.

10. C&P Requests dialog displays with the following information:

e Name: Veteran name
e Request Date: Date 2507 Request created
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L& Comp & Pension Requests - | O X
Please select a Compensation and Pension Request.
Name I Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
Kl | 2]
OK
b7

Figure 194: C&P Requests Dialog

11. Select appropriate 2507 Request from list.

12. Click OK.
13. C&P Request displays with option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments. Is this appointment due to a
cancellation?

Yes Mo

Figure 195: C&P Request Due to Cancellation Dialog

14. Click Yes.

15. C&P APPT Links dialog displays with the following information and OK or Cancel is
available to select with the following information:

Initial Appointment Date
ClockStop Appointment Date
Current Appointment Date
Clinic Name
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{ El Comp & Pension Request Appointment Links !Iﬂ X

Please select a Compensation and Pension Request Appointment Link.

Initial Appt | ClockStop Appt I Current Appointment | Clinic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 C&P CLINIC
1
Kl | »
OK Cancel

Figure 196: C&P Request APPT Links Dialog

16. Click OK.
Note: If Scheduler clicks Cancel instead of OK, the following dialog displays:

You have not selected the linked appointment being rescheduled. You may
need to adjust the link to the appointment with the AMIE link management
option to ensure proper processing time calculation For this 2507,

Figure 197: C&P APPT Links Due to Veteran Cancellation or No Show

17. C&P APPT Links dialog displays with option to select Yes or No:

C&P Appt Links

Is this appointment due to a veteran requested cancellation or 'No Show!'

Yes No

Figure 198: C&P APPT Links Due to Cancellation Dialog

18. Click No.
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19. Dialog displays:

Adjusting C&P appointment link for 2507 request dated Jan 07, 2016,
Remember to cancel the appointment for OCT 10,2016,

Figure 199: C&P APPT Links Adjustment Dialog

20. Click OK.
21. Print Letter? Dialog displays.

22. Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print Patient

Letter.

23. Closing Request dialog displays: “This request will be closed.”
24. New C&P APPT displays in Pending Appointment window. AMIE Tracking Link is

updated.
Note: Previous appointment linked to 2507 Request must be manually dispositioned.

6.6.5 Add C&P APPT for Pending 2507 Request due to Veteran

o g~ w

8.
9.

Cancellation/No Show
Log into VS GUI.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid, left click open time slot.

Right click time slot, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

New Appointment dialog displays.
Confirm Appointment Type is listed as C&P. If not, select from drop down list.
Click OK.

10. C&P Requests dialog displays with the following information:

¢ Name: Veteran name

e Request Date: Date 2507 Request created
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L& Comp & Pension Requests - | O X
Please select a Compensation and Pension Request.
Name I Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
4 | >
OK
b7

Figure 200: C&P Requests Dialog

11. Select appropriate 2507 Request from list.

12. Click OK.
13. C&P Request displays with option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments. Is this appointment due to a
cancellation?

Yes Mo

Figure 201: C&P Request Due to Cancellation Dialog

14. Click Yes.
15. Comp & Pension Appointment Links dialog displays with the following information:

Initial Appointment Date
ClockStop Appointment Date
Current Appointment Date
Clinic Name
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{ El Comp & Pension Request Appointment Links !Iﬂ X

Please select a Compensation and Pension Request Appointment Link.

Initial Appt | ClockStop Appt I Current Appointment | Clinic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 C&P CLINIC
1
Kl | »
OK Cancel

Figure 202: C&P Request APPT Links Dialog

16. Click OK.
Note: If Scheduler clicks Cancel instead of OK, the following dialog displays:

You have not selected the linked appointment being rescheduled. You may
need to adjust the link to the appointment with the AMIE link management
option to ensure proper processing time calculation For this 2507,

Figure 203: C&P Canceled APPT Links Dialog Warning

17. C&P Appt Links dialog displays with option to select Yes or No:

C&P Appt Links

Is this appointment due to a veteran requested cancellation or 'No Show!'

Yes No

Figure 204: C&P APPT Links Due to Veteran Cancellation or No Show

18. Click Yes.

VistA Scheduling Enhancements 141 June 2017
VS GUI User Guide



19. Dialog displays:

|

AMIE C&P EXAM TRACKING record updated.

OK

Figure 205: AMIE C&P EXAM TRACKING Record Updated

20. Click OK.
21. Print Letter? Dialog displays.

22. Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print Patient

Letter.

23. Closing Request dialog displays: “This request will be closed.”
24. New C&P APPT displays in Pending Appointment window. AMIE Tracking Link is

updated.

Note: Previous appointment linked to 2507 Request must be manually dispositioned.

6.6.6 Disposition APPT Linked to Pending 2507 Request

1.
2.

9.

Log into VS GUI.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last four of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request type click Cancel.

In Pending Appointment window, select pending C&P APPT linked to pending 2507
Request.

In Clinic Schedule Grid, left click appointment.
Right click and the following options are available to select:

e Edit Appointment
e View Appointment
e Cancel Appointment

Select Cancel Appointment.

Cancel Appointment dialog displays. See Section 6.2.3 for detailed instructions on
completing Cancel Appointment dialog.

Select Appointment Cancelled By.

10. Select Reason for Cancellation.
11. Edit CID/Preferred Date if applicable.

VistA Scheduling Enhancements 142 June 2017
VS GUI User Guide



12. Enter Remarks.
13. Click OK.
14. Dialog displays:

The associated 2507 request link has been updated

Figure 206: C&P Cancel APPT Associated 2507 Request Updated

Note: If C&P APPT was NOT linked to 2507 request, the following message displays in

dialog:
K

Appointment NOV 15,2016@09:00 was not linked to a 2507 request or was
manually rebooked and linked to another appointment. {If the appointment
was manually rebooked, vou do not want to auto-rebook.)If the
appointment was not propetly linked, it will need to be linked with the
AMIEJC&P appointment link management option.

Figure 207: C&P Cancel APPT NOT Linked to Pending 2507 Request

15. Click OK.

16. APPT status is updated in Pending Appointment window. APPT is removed from Clinic
Schedule. AMIE Link is updated.

6.7 VAR Scheduling

Note: VAR functionality will not be used in the intitial release of VS GUI due to a number of
enhancements that will be added at a later date.

The VAR Interface will provide an interface between the VS GUI and the VAR appointment
request database, including:

e Link the appointment requested in VAR and processed in VistA so that the state of the
appointment in VistA (e.g., cancelled, checked out) can be displayed in the GUI
application.

e View appointment requests within the GUI.
e Communicate or message the Veteran from within the GUI up to a limit of four times.
e Close out requests from within the GUI.
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7 Clinics
7.1 Tasks Tab

7.1.1 Viewing Clinic Schedule Availability

The VS GUI displays a consistent color visual indicator for a clinic’s workable hours including
bookable holidays, non-workable hours including non-bookable holiday, clinic cancellation, and

no availability as follows:

Table 1: Clinic Schedule Availability

with availability defined (i.e. clinic lunch
breaks).

Appointment Availability Type Color
Available/Hours of Operation White
Unavailable/ Non-workable hours during day Grey

Cancelled Availability for Clinic—Partial and
All Day Cancellation.

Cancelled-Grey + hash mark (\\)

Holiday but bookable White
Holiday but NOT bookable Grey
No availability defined for day (i.e. Saturday or | Grey
Sunday).

No availability defined for the clinic Grey

Use the following procedure to search for a clinic and view the clinic schedule:

1. Inthe Tasks tab, from Clinic Schedules, enter a partial name of a clinic (six characters

minimum).

VistA Scheduling Enhancements 144
VS GUI User Guide

June 2017



M e | o

Nome: TESTCHRISTINE Potient Type:  HSC VETERAN DoB 5251976 NewRes | Tome Scale Date Cliric Stans - | |wearmG mpaseD “ | prnt
T
P et T TR G (T i | AN NIEBM vEewACHNC  NoacToMTMmwor | |MEDSECOT o | [
2 . = s
s e B . N0 XVEMIS VSEBHLCINE  RUTURE Pl R
ViewMode || Fe802 201780800 TEST VSE FuTURE (5 |AFreanoon Qoo [ e
1 || remaanes: relerences
- Week FE8 05 201761300 VSE ENHL CLNIC RUTURE
ek | TESTCHRITTIG = — = ° *  |_TeST 0F new wERSION MOITS KOT VST IS
Select Patient Actions || turangement Pending Appaintments Special || Tools || preferences
|REQUESTTYPE 1|l TN Al Doy | | T v 7| e ssn SCviit ' | TELEPHONE | PRICAITY '/ | CID/PREFEARED DATE ' | ENTEREDYRR NO DATE ' REQUESTOR, REQUESTED Y CUNIC/SERVICE 7| coMMENT [+
o TEST CHRISTINE T6512-3423 (123 456-7890 110772016 oU262017 PATIENT  PATIENT WSE ENHI CLINIC
apeT 3 TEST CHAISTINE 785123423 1125) 4367890 ou232017 ouz2m7 PATENT  PATIENT VSE ENHL CLINIC
g > mereumene e axe 113 e -y 13 smor nsme cin U ——— .
i |1
Movember - 2016 T
Sn Men  Tue  Wed T i sm || OIOE
2 1 2 3 4 5 I 3 Oay Waak Mot Teneiine 26 Janwary - 1 February 2007 |+ = -
° L : ° e i 26 Thursday 27 Friday 28 Saturcay 29 Sundey 30 Menay 31 Tuesday 01 Wedinesday |
F I LI A S O] 2
» & = B o »n ® = w
bl » 2 E 3 H 45
N s s B 700 AM
15
Clinic Schedules & 30
5
chy 800 AM R
15 .
CHY CPL GENERAL INPATIENT [2 S 1
5 2
L g
CHY TELE ORTHG PECKHAM #RO o A
CHY TELE SURGERY CLARKE PRO & o
20 1
CHY TELE SURGERY TRAVERS PRO 5 1
1000 M B
chy EscuNC i85 .
0 .
A5 1
11.00aM 2
15, B
3 .
A5/ 1
1200 M L
15 1
2 1
Iz 5 g
Eranidentichesules o o
out

[avaiabity  EEBunavatable [ Available (@ Overbook

appointments:  [@New [wakin [@No Show [ checkin [check

BaD 0slelo 04 @

Figure 208: Clinic Schedules Search

Select the desired clinic from the returned list.
The selected clinic schedule displays.
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Figure 209: Clinic Schedules Display — Available and Unavailable
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Figure 211: Clinic Schedules Display — Holiday Bookable
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| pay |[.Week.]| Month || Timeline | 2
22 Tuesday 23 Wednesday 24 Thursday 25 Friday 26 Saturday
L 30 min Appt | Max OB: 0
8 aM 1 1 1
1 1 1
9 AM 1 1 1
1 1 1
10 AM 1 1 1
1 A
Holiday Unbookable
11 AM 1
1PM 1 1 1
] &s %
Figure 212: Clinic Schedules Display — Holiday Unbookable
WAIT TIME >=90 Days '||PTNAME 1]'|MRTC| SSN |SL\ﬁs’t ‘Lf|TELEPHONE |PRIOR1TY U|C]DIPREFER:REDDATE II'|ENTEREI
358 TEST,CHRISTINE N 890-65-4321 +55545632541111 02/04/2016 02/04/21
354 EDMMONDS,MELINDA 345-44-9999 (123) 456-7890 02/08/2016 02/08/21
—
The listed Schedule(s) have never had availability defined.
| schedules
a2 047, B EMS MO AVALL
EMS NO AVAIL
Wed Thu Fri Sat
4 5 [ 7 Day 27
1z 13 14 27 Friday 31 Tuesday 01 Wed
18 19 20 21
75 el 77 rid 47NN ARA

Figure 213: Clinic Schedule Display — No Availability Defined

7.1.2 Viewing Clinic’s Availability Cancellation

Clinic Schedule displays full or partial day cancellation with grey + \\ over the cancelled time
slots.
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Figure 214: Clinic Schedule Display — Cancel Availability

7.1.3 Viewing Clinic’s Length of APPT and Max OB

A label in the All Day Event Bar displays Length of APP and Max OB values defined for the
selected clinic.

Schedules
<z ST JOoSEPH |

} 12/16 08:00 - 12/16 08:00 [1]

[ pay  [[week—]| Month || Timeline |

=

o AaM

Av U ¥ |

10 AM

11 AM

12 PM

iPmM

L e S S R S T YO T

Figure 215: APPT Length and Max OB Allowed

7.1.4 Viewing Clinic’s VL Indicator

For clinics defined as Variable Length, a flag “VL” displays before the Length of Appointment
information in the All Day Event Bar in the Clinic Schedule Grid.

Note: Refer to Section 6.5.2 on How to Add VL APPT.
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Figure 216: VL Indicator

7.1.5 Viewing Clinic’s Special Instructions

Use the following procedure to display a clinic’s special instructions:

1. Inthe Tasks tab, from Clinic Schedules, enter a partial name of a clinic (six characters

minimum).

2. Select the desired clinic from the returned list.

3. The selected clinic schedule displays to the user. Special Instruction Indicator displays in
All Day Event Bar in Clinic Schedule.

4. Click the Special Instructions indicator.
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oo ] on | e
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VL 30 man Appt | Max O6: 15
Specal -

o SCHEDULED BY DENTAL ONLY

Figure 217: Special Instructions Indicator
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7.1.6 Viewing Clinic’

s Available Slots

Time Slot Count for availability displays as follows: 0-9 and j-z —denote available slots where
Jj=10,k=11...z=26. Upper Case Letters A-W denote overbooks, with A being the first slot to be
overbooked and B being the second for that same time, etc. Special characters *,$,!,@,# denote
overbooks or appointments that fall outside of a cli’ic’s regular hours.

| | oy [weskc ] Month || Timeine |
[17 Thursday |18 Friday 119 saturday ?
| | I )
|VL30 min Appt | Max OB: 0
oan [ .
1
9 AM 1 l| 0= no more available slot
% l| 1= one available slot per
10 AM 1
1 (74
11 AM 1

Figure 218: Time Slot Count

| pay |[iweek ]| Month
% 9 Wednesday ‘\ 10 Thursday
l30minApm Max OB: 1
7o I
o Yy
1 :
A-W --denote overbooks with 4
am IE |§ being the first slot to be
E overbooked and B being the
10 AM 1 second for that same time, etc.
1
1AM +
+ [
12PM +

Figure 219: Overbook Time Slot Count

7.1.7 Time Slot Viewer

The Time Slot Viewer displays to the left of the Clinic Schedule Grid. It displays APPT

information per selected time slot. For APPTs booked in the time slot, the full patient name
displays in a list in the order they were added to the time slot.

1. Inthe Tasks Tab, from Clinic Schedules, enter a partial name of a clinic (six characters

minimum).

2. Select the desired clinic from the returned list.

3. The selected clinic schedule displays.

Note: Time Slot Viewer can be expanded or minimized in Clinic Schedule Grid.
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Figure 220: Minimized Time Slot Viewer
- Febeary - 2016 =
o Pes  Ton: Mol The | 8 & 5 Qe soar | - i
) 2 3 « 5 ¢ || |saorosco-emonsefo)] o [weeh ] Mseth  Tememe 17 february 2016
7 & 9 ®» 1 o2 B i 1Moaday 2 Tuesday Iwednestay 4 Thursday 5 Friday
2 ¥ (7 At | v o
, Click Arrow to i om » < . . .
| Minimize Time Slot : ¥ x P 2
o 2 2 2 1 3
Viewer. 1044 3 3 2 3 )
€5 CLINC SOAY [ ] & & £3 = 2
—_— : V -
O Schedules. Prowder Schedeles = ||| Citew @BWalkin TNoshow @CheckIn B Check Out

Figure 221: Expanded Time Slot Viewer

4. Selecting a time slot from the Clinic Schedule populates the Time Slot Viewer with the
following information:

o Date/Time of Time Slot.
e Available slot count left for time slot.

e Patient names are listed, in the order they were booked, for any APPTs scheduled
in the time slot.

v ||| enesanmn-euneman i - O [wek ) e Teeee 30 Duscomber 2915+ S Jamairy 016+ %+
W - 4 Y 8 S 1 4 Moeday 5 Powsdey
U TR * S R B I T lawesexca G -
» #» » » n u »n{jlf i -
) s x T w0 » g <
| n - i 3
- 3 R )i
Ohnic Schadudes wam 2 0 1
| s L sy 3 3 1
| 3 3 e
l'l']»mmvm A 2 2 29
= 2 2 2
3 3 1
12w Fs 3 3
2 1 3
1 3 3
1M
| : x
o Sohedubes. Provider Schadules - e @Bwaktn [Tveshow EBOecis [heck 0
Figure 222: Time Slot Viewer Displays Slot Details
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5. Appointments can be added from Time Slot Viewer.

i n—u—-—c—u-...—w L Jvwwn BB tn T 0we show BB Ovecn v EEEDOck One

Figure 223: Time Slot Viewer Right Click Options — Add APPT

6. For booked APPTSs, right click extended action options are available from Time Slot
Viewer, the same as in Clinic Schedule Grid.

Schedules
| ES CLINIC SDAY |

01/04 09:20 - 01/04 09:40 [1]

wul.;\

CONSULT,STEVE

Edit Appointment
View Appointment
Cancel Appointment

Undo Cancel Appointment

Check In Patient
Undo Check In Patient
Check Cut Patient

Undo Check Out Patient

Mark as No Show !

Figure 224: Time Slot Viewer Right Click—-Edit, View, Cancel
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7. Check In Patient from Time Slot Viewer is the same as from Clinic Schedule Grid.

Schedules

ES CLINIC SDAY |

1

12/18 10:00 - 12/18 10:20 [2]  ° ! | Day

||esTesT.EMS L ; !

=
Edit Appointment

View Appointment

L

YT

Cancel Appointment

Undo Cancel Appointment

I Check In Patient

' - -
Undo Check In Patient

Check Out Patient |
Undo Check Qut Patient

Mark as No Show

Undo NoShow

t

Figure 225: Time Slot Viewer — Check In Patient

8. Check Out from Time Slot Viewer is the same as from Clinic Schedule Grid.

o v N VIR

Schedules
€5 CLINIC SDAY
12/18 10:00 - 12/1810:20 2] ° ' Day —
|r -1
' Edit A 35

I Check Out Patient I !

Mark a5 No Show

|

Figure 226: Time Slot Viewer — Check Out Patient

VistA Scheduling Enhancements
VS GUI User Guide

153

June 2017



9. Mark as No Show from Time Slot Viewer the same as from Clinic Schedule Grid.

|| Es cunic spay

| 12/1810:00 - 12/1810:20 2} * '} Day

| -t B

ESTEST.EMS L H 18 Friday
Ecit Appontment 20 min Appl
View Appointment
Cancel Appointment 1
sa T
Check In Patient

infxert ) e

Mark 35 No Show !

Figure 227: Time Slot Viewer — Mark as No Show

7.1.8 Viewing Provider Availability

Use the following procedure to search for a provider and view the provider’s schedule.
1. Inthe Tasks tab, under the request grid calendar, select Provider Schedules.

FEROLEST TYPE 4 WAIT TIHE A Cave - i
L3 TES

S
T 4 iz

1
1 1 13 e 5] L 1
18 1% % | ] ]
Fil ] i v Fal - 1
Prirpialier S ledles
Cerer Srbadiden
ﬁ T e Lol -

Figure 228: Provider Schedules
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2. Enter a partial name of a provider (three characters minimum). Select the desired
provider from the returned drop down list.

4 ek - Mk
fan Fom Tes Wed The

¥
n S

Perhabey

wem (iwalkta ko shom EECheck Bn  [Tlheck Dut

Figure 229: Provider Schedules Selection List

3. The selected provider schedule displays.
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Figure 230: Provider Schedule Display
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4. The provider’s availability across all clinics displays. If provider has only one clinic, that
clinic’s schedule and availability appear.

Men  Tee Wed T
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Figure 231: Provider Schedules Booked APPTs

5. Available APPT slots display as white space, which a Scheduler can select to add an

APPT.
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6. APPTSs display with the name of the patient in a specific Clinic Schedule time slot.

7. Greyed time slots in the Clinic Schedule indicate no availability and Scheduler is unable
to add APPTs for those specific slots.

Note: Refer to Section 6 for APPT Management instructions on how to Add, Check-In,
Check-Out, and Cancel APPTs.

i
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s Qe
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Figure 232: Fixed View Size

8. By selecting the Fixed View Size option, when viewing multiple provider schedules for
different clinics, the system adjusts all the slots to the same expanded width view.
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7.1.9 Viewing Clinic Group Availability
Use the following procedure to search for a clinic group and view the clinic group’s schedule.

1. Inthe Tasks tab, under the request grid calendar, select Clinic Groups.

s December - 2016 »
Sun Mon Tue Wed Thu Fn Sat
1 |BEm] 3

4 S 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 3

‘Cllmccmm

Chinic Schedules
Provider s:hedule"mk Groups| ~

Figure 233: Clinic Groups

2. Enter a partial name of a clinic group (six character minimum). Select the desired Clinic
Group from the returned list.

Ovcombeer - 2015

S M Tee Wel T M Sa
)

’ L 1% 13 w

1 " L) " 5

N B3 »

2 » » n

Pact Teand
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VISTA TEST CLINC
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Figure 234: Clinic Groups Search Result List
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3. The selected clinic group schedule(s) displays, starting with today’s date in the Day view.
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Figure 235: Clinic Groups Schedule Display

Note: Refer to Section 6 for APPTs Management instructions on how to Add, Check-In,
Check-Out, and Cancel APPTs.
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Figure 236: Provider Schedules — Fixed View Size

4. By selecting Fixed View Size, when viewing multiple Clinic Group schedules for
different clinics, the system adjusts all the slots to the same expanded width view.
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7.2 System Tab
The System tab requires the SDECZMGR security key in order to access the tab.

7.2.1 Viewing Clinic Availability Information

Use the following procedure to quickly search for clinic availability. Clinic availability cannot be
modified from the VS GUI.

8. In the Systems tab display, click Availability in the Resource Schedules section.
9. Inthe Availability Selection dialog, type in the desired clinic name.
10. Select the desired clinic and click OK.

ﬁ ~} Primary Provider Inactive Date
Scheduling Avadability Overbook Limit Reactive Date
Managamant
Rasource Managernent] Resource Schedule Selected Chnic
= 2 Avalability Selection ] =10 x]
Search by Name CZ ST
[ M-MMM“II’-}&mh“m
Resource 10 Resource Name Owverbook Linut Timea Scale |
2540 CZ ST XOSEPH 1 30
oK Cancel

Figure 237: Clinic Availability Search

11. The Schedule displays for the selected clinic. Primary Provider, Overbook Limit, Inactive
Date, and Reactive Date, as applicable, also display in the Selected Clinic section of the
window. Schedule also displays the number of APPTSs per slot and the number of slots
total per APPT length (in minutes and total number of bookable minutes). Schedule uses
the same visual coloration as Clinic Schedule for workable hours, non-workable hours,
and no availability.
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Figure 238: Clinic Availability

7.2.2 Adding and Removing Privileged Users

7.2.2.1 Add Privileged User
Perform the following procedure to add a privileged user(s) to a prohibited clinic.
1. In the Systems tab display, click Scheduling Management.

2. In the Prohibited Clinic search box, type in a partial or full name of the clinic (minimum
six characters).

3. Click Find. A list of prohibited clinics displays.
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4. Select the appropriate prohibited clinic. A list of privileged users for the selected clinic
displays.

P scheduling Management

¥ | Clinics And Usars | Clinic Group=s

Users:

BHEESET T11,UDAYA
DOCTOR.CHRISTINE
FREY, WILLIAM
HUEMILLER RONALD H II

Prohibited Clinics:
ICHY DENTAL

CHY DENTAL BARKER
CHY DENTAL HYGIENE

JOHNSON,BRADLEY
TEST.CHRISTINE
TOMLIN,BRIAN
WOEHRLE, MARGIE
ZAVALA,CHRISTINE A

Privileged Users:

AKIONA,
ALVEREST,PHIL C

DIMEGLIO, CORINNE L
DROLLINGER, CARMELA
FRASHFD RONNDS N

=i

Description
‘mhrmswwmmﬁdmmwmfam at this facifity.
| mmm(!&wmmwm)amwd
eguipment. Click the small + sign next to the resource name to manage the users who
| can schedule this resource.

o Cancel
Figure 239: Clinics and Users
5. Select a user from the left and click Add User.
W20 ~cheduling flansgerment ]
:: Clhinics And Users Chinikc Groups
Users: Prohitsted Clhinkcs: il
BHEESET TIL,UDAYA [cm DENTAL Pt
DOCTOR. CHRISTINE
FREY WILLIAM CHY DENTAL BARKER
| gs:slgl.:’mm “n CY DENTAL wrYyGlieEne
r T -
| ZAVALA CHRISTINE A
I Add I Privileged Users:
SPACERK.SONJA J =1
Remove User N e
Ramove a4 WASE R ™
ZAVALA CHRISTINE A
ZURO MELLEY S

=

Descnpbon

Use the rescwurces panel to define the set of clinical entities availlable for scheduling at this facility.
or other linds of scheduled

Next O the rescource Nname o manage the users who

Figure 240: Add Privileged User
6. Click OK to file the change.

7.2.2.2 Remove Privileged User
Perform the following procedure to remove a privileged user(s) from a prohibited clinic.
1. In the Systems tab display, Click Scheduling Management.

2. In the Prohibited Clinic search box, type in a partial or full name of the clinic (minimum
six characters).

Click Find. A list of prohibited clinics displays.
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4. Select the appropriate prohibited clinic. A list of privileged users for the selected clinic
displays.

5. Select a user from the Privileged User list for the selected prohibited clinic and click
Remove User or, if all privileged users need to be removed, click Remove All.

it Scheduling Management N ]
Clinics And Users Clinic Groups Access Groups
Users: Prohibited Clinics:
BHEESETTI,UDAYA CHY DENTAL ; Find |
DOCTOR,CHRISTINE . )
FREY,WILLIAM E CHY DENTAL BARKER
HUEMILLER,RONALD H II CHY DENTAL HYGIENE
JOHNSON,BERADLEY
TEST,CHRISTINE
TOMLIN,BRIAN
WOEHRLE,MARGIE
ZAVALA,CHRISTINE A
‘ | Privileged Users:
. SPACEK,SONJA ] -]
‘ Remove User SPAHN,NED L
4 TABATT,OLLIE 3
‘ Al ‘ WARK,GONZALO W
[ |zavaia,crrisTINE A ] I
ZUROKELLEY S =

— Description
Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilities or equipment. Click the small + sign next to the resource name to manage the users who

can schedule this resource.

___________________________

........... i Bl
Figure 241: Remove Privileged User

7.2.3 Creating Clinic Groups
Perform the following procedure to create a Clinic Group.

1. Inthe Systems tab display, Click Scheduling Management.

2. Select Clinic Groups tab.

3. Click New Group.

4. Enter name in the Clinic Group Name text box.
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Resources may include care providers (for e, di and phy ) or other kinds of scheduled
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can schedule this resource. |
[———— Y —-————
Figure 242: Create New Clinic Group
5. Click OK.

6. Select the newly added Clinic Group.
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7. Enter partial name search for a Resource and click Find. A resource can be a clinic or a
provider that is active with an active person class.

ﬁ‘ Scheduling Management _ . Ll ‘

Clinics And Users Einic Groups[ Access Grou ps |

Resources: Clinic Groups: §
CZ TEST GROUP I

CHY C&P | |
__I] l - 1 CZ TEST GROUP II
CHY C&P ADLER NEW CZ GROUP

=
CHY C&P AUDIO [ e— [_&rérioup 1 ﬂ
=

CHY C&P AUDIO BRANT
CHY C&P COYLE SOMETESTCROUP

CHY C&P CRAIG { Remove Group. |  |SOMETESTGROUP I
CHY C&P DENTAL SOMETESTGROUP II
CHY C&P ENT SOMETESTGROUP T1T

CHY C&P KILPATRICK
CHY C&P OPTOMETRY

Resource List:

CHY C&P RUSSELL Add Resource
CHY C&P TYSON Add All

CHY C&P WEBSTER
CHY C&P WEINLAND

|
CHY C&P SIEGEL 1
|
|

— Description
Use the resources panel to define the set of cdlinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilities or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this resource.

Figure 243: Find Resource

8. Select the appropriate resource to add to the Clinic Group and click Add Resource. If all
of the resources listed from the search need to be added, click Add All.
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i¥ Scheduling Management L X]
linics And Users | Clinic Groups | Access Groups
Resources: Clinic Groups:
CHY C&P ‘ Find ‘ CZ TEST GROUP |
T | chewCraup 2 1T SrouRD

CHY C&P ADLER ‘ gg\f é:,f o%%OIUP

CHY C&P AUDIO 7 ‘

CHY C&P AUDIO BRANT ‘ i ggfdrEIE;TMGROUP J
CHY C&P COYLE

L CHY C3R CRAIG ! Remove Group ‘ SOMETESTGROUP I

CHY C&P DENTAL | SOMETESTGROUP II —~
TV R ENT SOMETESTGROUP 11T =
CHY C&P KILPATRICK R List:

CHY C&P OPTOMETRY [eaa I ESOres LEG

CHY C&P RUSSELL e CHY C&P AUDIO

CHY C&P SIEGEL ‘

CHY C&P TYSON l Add All ‘

CHY C&P WEBSTER

CHY C&P WEINLAND } Remove Resource ‘

! Remove All ‘

— Description

Use the resources panel to define the set of clinical entities available for scheduling at this facility.

Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilities or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this resource.

Cancel

9. Click OK to file.

Figure 244: Add Resource to Clinic Group

7.2.4 Removing Resource(s) from a Clinic Group

Perform the following procedure to remove a resource(s) from a Clinic Group.

1. In the Systems tab display, click Scheduling Management.
2. Select Clinic Groups tab.
3. Select a clinic group to be edited from the Clinic Group list. Resources defined for the

Clinic Group are displayed in the Resource List box.

4. Select a resource to remove and click Remove Resource. If all resources need to be
removed, click Remove All.
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Resources:

I chy c&P

L};iinics And LMSJ Clinic Groups l Access Groups

New Group

CHY C&P ADLER

CHY C&P AUDIO

CHY C&P AUDIO BRANT
CHY C&P COYLE

CHY C&P CRAIG

CHY C&P DENTAL
CHY C&P ENT

CHY C&P KILPATRICK
CHY C&P OPTOMETRY
CHY C&P RUSSELL
CHY C&P SIEGEL

CHY C&P TYSON

CHY C&P WEBSTER
CHY C&P WEINLAND

Edit Group

Remove Group

Add Resource

Add All

lRernoveR&eourcel

Remove All

Tt Scheduling Management

Clinic Groups:

CZ GROUP IV

CZ TEST GROUP

CZ TEST GROUP 1II
NEW CZ GROUP
OT4 GROUP 1

PACT TEAM
SOMETESTGROUP
SOMETESTGROUP 1
SOMETESTGROUP 1T

Resource List:

K

C&P DENTAL

ODIL, BASIL

— Description

<can schedule this rescurce.

Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, faciliies or equipment. Click the small + sign next to the resource name to manage the users who

oK

Figure 245: Remove Resource from Clinic Group

8 Reports

The Reports tab display provides a means to view and print various reports. The Reports tab
requires the SDECZMGR manager security key in order to access the tab. The following
selections and reports are available:

1. Audit Activity
2. Clinics

i &)
A AP
Audit  Clinics
Activity

Reports

il
111 Tasks System Raports

Figure 246: Reports Tab Selections

8.1 Audit Activity Report

Audit Activity reports can be generated for individual schedulers by name or for all schedulers.

8.1.1 Generating an Audit Activity Report for Individual Scheduler
Perform the following procedure to view Audit Activity for an individual scheduler.
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1. From the Reports tab display, select Audit Activity. The Audit Activity dialog displays.

2. Select the individual Scheduler name from drop down list.
3. Select Start Date and End Date either by typing or by calendar control.

5] Audit Activity
Scheduler: Start Date: End Date:

HOLLINGSWQORTH KAREN M & 5/29/2017 B 6/4/2017 L View Audit Report Export Audit Report

o=@

SchedulerlEN | Scheduler [ | PatientCentacts ' APPTEntries [ | APPTAppointmentsMade ' | APPTClosed | MRTCOpened | MRTCClosed [ | EWLEntries | EWLAppointmentsMade | EWLClosed [ | PtCSchEntries ' | PtCSchAppoir

520736666 HOLUNGSWORTH,KAREN M 0 2 1 1 0 0 0 0

Figure 247: Audit Activity Report — Individual Scheduler

0

0

0

4. The following columns display data for the selected scheduler, based upon time frame

specified:

e SchedulerlEN (New Person File)
e SchedulerName
e PatientContacts
e APPTENtries
e APPTAppointmentsMade
e APPTClosed
e EWLEntries
e EWLAppointmentsMade
e EWLClosed
e Patient-Centered SchedulingAppointmentsMade
e ConsultAppointmentsMade
e AppointmentsCancelled
e TotalActions

5. Click Close to exit the Audit Activity report dialog.

8.1.2 Generating Audit Activity Report for All Schedulers

In Scheduler drop down list select All.
Enter Start Date and End Date for audit report.
Click View Audit Report button.

o > w D oE

SchedulerlEN (Internal Entry Number — New Person File)
SchedulerName

PatientContacts

APPTENtries

APPTAppointmentsMade

APPTClosed
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e EWLEntries

e EWLAppointmentsMade

e EWLClosed

e Patient-Centered SchedulingAppointmentsMade

e ConsultAppointmentsMade
e AppointmentsCancelled
e TotalActions

Click Close to exit the Audit Activity report dialog.

5] Audit Activity [E= =R =
Scheduler: Start Date: End Date:
SchedulerlEN | Scheduler [ | PatientContacts [ | APPTEntries '/ APPTAppointmentsMade U APPTClosed W | MRTCOpened | MRTCClosed | EWLEntries ' | EWLAppointmentsMade ' EWLClosed | PtCSchEntries | PtCSchapp =
o |oavwse o D s : R o e :
carsoss | wimunnrt s " R : " " :
camsoes | voLmcsHeTRE " C s : e " :
carso s s o T : . s R :
Totals 0 a2 43 60 0 0 23 3 [ 0 0
Figure 248: Audit Activity Report — All Schedulers
8.1.3 Working with Audit Activity Report Data
8.1.3.1 Sorting by Column Header
1. Loginto VS GUI.
2. Select Reports tab.
3. Select Audit Activity from Reports section. Audit Activity dialog displays for all
schedulers defined in the New Person file (#200).
4. The following data displays on screen for the selected scheduler(s):
e SchedulerlEN (New Person File)
e SchedulerName
e PatientContacts
e APPTEntries
e APPTAppointmentsMade
e APPTClosed
e EWLEntries
e EWLAppointmentsMade
e EWLClosed
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6.

e TotalActions

Patient-Centered SchedulingAppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled

To change the sort for the report by data specified in a different column, select the
applicable column header. The first click of the column header sorts the report by data in
the specified column in ascending order. The second click of the column header sorts the

report by data in the specified column in descending order.
Click Close to exit the Audit Activity Report dialog.

| Audit Activity
Scheduler:
ALL

SchedulerlEN T
520736418
520726512
520736514
520736515
520736600
520726664
520736665
520736667
520726668
520736669
520736670
520736671
520736673
520736674

1

] Audit Activity
Scheduler:
ALL

SchedulerdEN T
752073&141
520736434
520736440
520736714
520736666
520736418
520736512
520736514
520736515
520736600
520736664
520736665
520736667
520736668

Start Date:
5/29/2017

Scheduler T | PatientContacts T | APPTEntries V\ APPTAppointmentsMade T | APPTClosed 7| MRTCOpened W | MRTCClosed 7| EWLEntries T | EWLAppointmentshade T | EWLClosed T7 | PtCSchEntries T | PtCSchipy *

NADEAU MARCY 0
TAVALA CHRISTINE & 0
HILL DESIREE o
HUEMILLERRONALD HII o
CLARK SHANE 0
CRUSEEDGAR D 0
SCHUSTER, BARBARA o
MCKETTRICK KIBBIE 0
RUFFIN, LONNIE M 0
SMITH,BRENT D )
WALTARI STEVEN 0
GREEER ELIZABETH 0
VANDERWALLERIN )
KELLY LINDA C 0
0

Totals

Start Date:
5/29/2017

Scheduler | PatientContacts
MCKNIGHT ANGELA 0

SMITH,IRENE
THOMPSON,ROBERT )
HOLLINGSWORTH, KAREN M
NADEAUMARCY
ZAVALA CHRISTINE A
HILL,DESIREE

HUEMILLER RONALD H I
CLARKSHANE
CRUSEEDGAR D
SCHUSTER BARBARA
MCKETTRICK KIBBIE
RUFFIN LONNIE M

oloc o © oo o o 0 o o o o o

Totals

0

© o o 0 o o0 o oo o o oo

Figure 249: Audit Activity Sort — Ascending

APPTEntries 7| APPTAppointmentsMade 7 | APPTClosed | MRTCOpened T | MRTCClosed | EWLEntries 7| EWLAppointmentshade T

Figure 250: Audit Activity Sort — Descending
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End Date:
6/4/2017

0
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End Date:
6/4/2017

3
0
0
0
0
0
0
0
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0
0
0
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View Audit Report
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View Audit Report

a

olo o o oo o o o0 o o o oo
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0
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3
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8.1.3.2 Filtering by Column Data

1.

Data in Audit Activity report can be filtered by selecting a filter option available in each
column header.

Note: All Schedulers who have greater than or equal to 10 APPTAppointmentMade in
the selected date range).

5] Audit Activity =l E ==
Scheduler: Start Date: End Dater
ALL 5/20/2017 B | 64/2007 B | ViewAuditReport | | Export AuditReport
SchedulerlEN T | Scheduler | atientContacts 7| APPTEntries. 7 | APPTAppaintmentsMade 7 | APPTClosed | MRTCOpened 7 | MRTCClosed | EWLEntries | EWLAppointmentshade 7 | EWLClosed T | PtCSchEntries 7 | PtCSchipy ~
520736441 MCKNIGHT ANGELA Selectl =] 30 43 0 0 2 3 5 0 0
520736434 0 10 8 0 0 0 o 0 0 0
520736440 SMITHIRENE 4 4 0 0 0 0 0 0 0 1
520736714 THOMPSON, ROBERT J 3 o 3 0 0 3 0 0 0 0 1
520736565 HOLLINGSWORTH KAREN M | [[] 4 1 1 0 0 0 0 0 0 0
520736418 NADEAUMARCY u o 3 0 0 0 0 0 0 0
520736512 ZAVALA CHRISTINE A e o 0 0 0 0 0 0 0 0
520736514 HILL DESIREE ShowioutsTa tea Bty 0 0 0 o 0 0 0 0 0
Isequal to

520736515 HUEMILLER RONALD HII o 0 0 0 0 0 0 0 0
520736500 CLARK SHANE o 0 0 0 0 0 0 0 0
520736564 CRUSEEDGAR D o 0 0 0 0 0 0 0 0 0
520736665 SCHUSTER BARBARA Isequalto 0 0 0 0 0 0 0 o 0
520736667 MCKETTRICK KIBEIE o 0 0 0 0 0 0 0 0
520736568 RUFFIN,LONNIE M Filter Clear Filter 0 0 0 o 0 0 0 0 0

Totals 0 82 45 50 0 0 2 3 5 0 0

3.
4.
5

Figure 251: Audit Activity Report — Filtered

Multiple filters can be selected to refine results (i.e., All Schedulers who have greater
than or equal to 10 APPTEntries but less than or equal to 30 APPTClosed for the selected
date range).

Selected filters are highlighted in column headers.

To remove filters, select filter option in column header and click Clear Filter button.
Click Close to exit the Audit Activity report dialog.

] Audit Activity [olie =
Scheduler: Start Date: End Date:

ALL 5/29/2017 a 6/4/2017 a View Audit Report Export Audit Report
ScheduledEN T | Scheduler | patientContacts ¥ | APPTEntries 7| APPTAppaintmentsMade | APPTClosed | MRTCOpened 7| MRTCClosed )| EWLEntrics 7| EWLAppointmentsade 7| EWLClosed | PICSchEntries | PtCSchAp ~
7520736440 SMITHIRENE o 4 4 4 o 0 0 o 0 o 0
520736714 THOMPSON,ROBERT J 0 3 0 3 o 0 3 0 0 0 0
520736666 HOLLINGSWORTH,KAREN M| 0 2 1 1 o 0 0 o 0 o o

Figure 252: Audit Activity Report — Multiple Filters

8.1.4 Export Audit Activity Report for Individual or All Schedulers
The data displayed on screen can be exported to an Excel spreadsheet.

1.

A A

To export audit report, click Export Audit Report button.
Save As dialog displays.

Select location to save report file.

File name defaults as “Audit Report” (edit as necessary).
Confirm “Save As Type” is Excel files.

VistA Scheduling Enhancements 170 June 2017
VS GUI User Guide



6. Click Save.

7. Report is generated containing data displayed on screen in the Audit Activity dialog and
saved to the location specified in the Save As dialog.

8. Click Close to exit the Audit Activity report dialog.
8.2 Clinics Report

The Clinic Report is accessed in the Reports tab display by selecting Clinics from the Reports
section. The report displays clinic activity for all clinics defined in Hospital Location file as the
default. The Clinic Report can be limited to individual clinics using the following steps.

8.2.1 Clinic Activity Report — Individual Clinic

Log into VS GUI.

Select Reports tab.

From Reports section, click Clinics.

In Clinic Activity dialog, enter clinic name (six character minimum) that is defined in
Hospital Location file. Click the Search button.

5. The following data displays on screen for the selected clinic:

N =

Clinic name
Division
Stop Code
Service
CreateDT
InactiveDT
ReactiveDT
AppType
DefaultProv
AdditionalProv
ApptLength
Variable
MaxDays

6. Click Clear button to remove search criteria and return to the Clinic Activity report for
all clinics.
7. Click Exit to close the Clinic Activity Report dialog.

8.2.2 Working with the Clinic Activity Report

8.2.2.1 Sorting by Column Headers
1. Loginto VS GUI.

2. Select Reports tab.

3. Select Clinics from Reports section. Clinic Activity dialog displays for all
clinics defined in the Hospital Location file (File #44).
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4. The following data displays on screen for the selected clinic:

e Clinic name
e Division
e Stop Code
Service
CreateDT
InactiveDT
ReactiveDT
AppType
DefaultProv
AdditionalProv
ApptLength
Variable
MaxDays

Note: The sort default is by alphabetical order by Clinic name.

5. To change the sort for the report by data specified in a different column,
select the applicable column header. The first click of the column header
sorts the report by data in the specified column in ascending order. The
second click of the column header sorts the report by data in the specified
column in descending order.

6. Click Exit to close the Clinic Activity Report dialog.

Ml Clinic Activity [_[51x]

Clinic Search: Search Clear Export Clinic Report

First click sorts data by seleced column
heard in ascending order.

| Clinic W | Division | StopCode W | Service | CreateDT 7 | InactiveDT 7| ReactiveDT 7 | AppType 7| DefaultProv. W | AdditionalProvs =
| buaseTes cunic pBA 146 MEDICINE 8/4/2014 12:00:00 AM REGULAR THOMPSON,ROBERT  DOCTOR,ONE;EDMONDS,ANNETTE

CARDIOLOGY CLINIC DBA 143 MEDICINE 8/5/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE  DOCTOR,ONE =
REHAB CENTER DBA 552 REHAB MEDICINE | §/6/2014 12:00:00 AM  3/1/2016 12:00:00 AM REGULAR THOMPSON,ROBERT; DOCTOR, ONE;ZAVALA, CHRISTINE
REID - GENERAL PRACTICE DBA 141 MEDICINE 8/15/2014 12:00:00 AM REGULAR REID, SANDRA;ZAVALA, CHRISTINE

WAKEFIELD - PTSD DBA 361 PSYCHIATRY 8/15/2014 12:00: REGULAR WAKEFIELD,DEBORAH  ZAVALA, CHRISTINE

NEUROLOGY CLINIC DBA 170 NEUROLOGY 8/18/2014 12:00:00 AM REGULAR DOCTOR,ONE THOMPSON,ROBERT;ZAVALA, CHRISTINE

SLEEP CLINIC DBA 511 MEDICINE 8/18/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

DENTAL oBA 160 NONE 8/21/2014 12:00: REGULAR DOCTOR,TWO ZAVALA,CHRISTINE

EYE CLINIC DBA 172 NONE 8/21/2014 12:00:00 AM REGULAR CURIE,MARIE;USER, TWENTYSEVEN; ZAVALA, CHRISTINE
INTERNAL MEDICINE DBA 141 MEDICINE 8/21/2014 12:00:00 AM REGULAR NEWTON,ISAAC; DOCTOR, ONE;ZAVALA, CHRISTINE;EDI{
ORTHO CLINIC DBA 173 REHAB MEDICINE | 8/21/2014 12:00: REGULAR NO,PROVIDER ZAVALA,CHRISTINE

WOMENS CLINIC DBA 310 MEDICINE 8/21/2014 12:00:00 AM REGULAR INLOW,CAROLYN S NURSE PRACTITIONER,BETTY;PHYSICIAN ASSISTANT,
MENTAL HEALTH 198 PSYCHIATRY 8/27/2014 12:00:00 AM REGULAR CURIE, MARIE;DOCTOR,ONE; ZAVALA, CHRISTINE
Zavala Clinic - INACT DBA 146 MEDICINE 9/4/2014 12:00:00 AM  12/11/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

PULMONOLOGY CLINIC DBA 152 MEDICINE 9/8/2014 12:00:00 AM REGULAR AVERY,KEITH; CURIE, MARIE; ZAVALA, CHRISTINE

FV CLINIC DBA 141 MEDICINE 9/11/2014 12:00:00 AM | 11/19/2014 12:00:00 AM 11/26/2014 12:00:00 AM EMPLOYEE

HB CLINIC DBA 141 MEDICINE 9/11/2014 12:00:00 AM REGULAR ZAVALA, CHRISTINE

STEVES PLAYHOUSE 240 DBA 539 NEUROLOGY 9/15/2014 12:00:00 AM | 9/26/2015 12:00:00 AM | 9/27/2015 12:00:00 AM  REGULAR ZAVALA,CHRISTINE

FAYS CLINIC DBA 310 NEUROLOGY 9/22/2014 12:00:00 AM | 11/4/2015 12:00:00 AM | 11/12/2015 12:00:00 AM REGULAR AVERY,KEITH THOMPSON,ROBERT;ZAVALA, CHRISTINE;EDMONDS, AN
ALLERGY IMMUNIZATION DBA 142 MEDICINE 9/24/2014 12:00:00 AM REGULAR RESIDENT,BOB;RESIDENT, TWO; ZAVALA, CHRISTINE
ALLERGY ZAVALA DBA 142 MEDICINE 9/24/2014 12:00: RESEARCH DOCTOR, ZAVALA ZAVALA,CHRISTINE

. — -~ T—— sl e e i i e s i

Orstat| Z & o |&0 |2 s [© §2 essam mm
Figure 253: Clinic Activity Report Sort — Ascending Order
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Clinic Search:

| clinic
| TKCLINIC MF
ESCLINIC SLOTS
TKCLINIC DELAY
TKCLINIC MRTC
TKCLINIC NO AVAIL
ESCLINIC HEALTH
TK CANCEL AVAIL
Annette Day Clinic
TIK SPECIAL CLINIC
ESCLINIC MRTC

TK CLINIC
ESCLINIC FUTURE
CZ BAYVIEW CLINIC
EMS NO AVAIL

ARE Special Clinic
ES CLINIC SDAY

ES CLINIC MWF

ES CLINIC TTH

ARE Clinic

Special Clinic

ERINS TEST CLINIC

<

295
295
295
295
295
295
295
141
295
295
295
295
141
295
295
295
143
196
295
295
552

Search

| Division 7 | StopCode ' | Service

MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE

REHAB MEDICINE

MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE
MEDICINE

Second click sorts data by selected
column header in descending order.

T | CreateDT
1 2/3/2016 12:00:00 AM
1/28/2016 12:00:00 AM
1/28/2016 12:00:00 AM
1/28/2016 12:00:00 AM

1/28/2016 12:

:00 AM

1/13/2016 12:00:00 AM
1/6/2016 12:00:00 AM

1/5/2016 12:00:00 AM

1/5/2016 12:00:00 AM

1/3/2016 12:00:00 AM

12/31/2015 12:00:00 AM
12/7/2015 12:00:00 AM
11/17/2015 12:00:00 AM
11/12/2015 12:00:00 AM
11/11/2015 12:00:00 AM
11/11/2015 12:00:00 AM
11/11/2015 12:00:00 AM
11/11/2015 12:00:00 AM
11/10/2015 12:00:00 AM
11/10/2015 12:00:00 AM

11/9/2015 12:00:00 AM

T | InactiveDT

g

3/10/2016 12:00:00 AM

2/22/2016 12:00:00 AM

12/9/2015 12:00:00 AM

11/10/2015 12:00:00 AM | 11/11/2015 12:00:00 AM

11/16/2015 12:00:00 AM  11/18/2015 12:00:00 AM

ReactiveDT | AppType
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
2/23/2016 12:00:00 AM  REGULAR
REGULAR
1/18/2016 12:00:00 AM  REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR
REGULAR

Clear
| DefaultProv | AdditionalProvs
KNOBLOCK, TAYLOR
PHYSICIAN, TAYLOR
PROVIDER,ERIN
DOCTOR,ONE
PHYSICIAN,ERIN
KNOBLOCK, TAYLOR
DOCTOR,ONE EDMONDS,ANNETTE
PHYSICIAN, TAYLOR
PROVIDER,ERIN
DOCTOR,ONE EDMONDS,ANNETTE

PROVIDER, ERIN;PHYSICIAN, ERIN

[_[51x]

Exit

Export Clinic Report:

]
b

Lrstart| =

8.2.2.2 Filtering by Column Data

|2ty [ 73

Figure 254: Clinic Activity Report Sort — Descending Order

1. Data in Clinics Activity report can be filtered by selecting the filter option in each

column header (e.g., Clinic Activity data can be filtered by all Clinics with a defined

Service of Rehab Medicine).

Clinic Search:

| clinic
| aRE Special cinic
CHRISTINE'S CLINIC
CLINIC 30_30 STR845
ENH1 TEST CLINIC THREE
ORTHO CLINIC DBA
REHAB CENTER

VSE CLINIC T

[ | Division T | StopCode '

295
552
552
552
173
552
552

Search

Service

REHAB MEDIC
REHAB MEDIC
REHAB MEDIC
REHAB MEDIC
REHAB MEDIC
REHAB MEDIC

REHAB MEDIC

T CreateDT | InactiveDT | ReactiveDT [ | AppType
=) Select All REGHTAR
MEDICINE a| 112:00:00 AM REGULAR
NEUROLOGY REGULAR
NONE 12:00:00 AM REGULAR
PSYCHIATRY S
7| REHAB MEDICINE
2:00:00 AM REGULAR
SURGERY =
Show rows with value that RECILAR
Is equal to -
Match case
And -
Is equal to ;.
Match case
Filter Clear Filter

V| DefaultProv
DOCTOR,ONE

NO,PROVIDER

=

Clear

AdditionalProvs

EDMONDS,ANNETTE

ZAVALA,CHRISTINE

8:48AM BE

«

THOMPSON,ROBERT;DOCTOR,ONE;ZAVALA, CHRISTINE

Exit

Export Clinic Report

Figure 255: Clinic Activity Report — Filtered
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2. Multiple filters can be selected to refine results (e.g., Clinic Activity data can be filtered
by all Clinics with a defined Service of Rehab Medicine that also have no DefaultProv
defined).

3. Selected filters are highlighted in column headers.

4. To remove filters, select filter option in column header and click the Clear Filter button.

5. Click Exit to close the Clinic Activity report dialog.

Il Clinic Activity

Multiple filters selected to refine data in Clinic Activity report.

Clinic Search: Search Clear Export Clinic Report

| Clinic [ | Division [ | StopCode [ Service CreateDT 7| InactiveDT 7 | ReactiveDT T AppType T DefaultProv AdditionalProvs | ApptLe
immsmns’s CLINIC 552 REHAB MEDICINE 12/19/2014 12:00:00 AM 12/30/2014 12:00:00 AM REGULAR 30
CLINIC 30_30 STR845 552 REHAB MEDICINE 9/30/2015 12:00:00 AM REGULAR 30
ENH1 TEST CLINIC THREE 552 REHAB MEDICINE  2/18/2015 12:00:00 AM | 2/18/2015 12:00:00 AM REGULAR 30
REHAB CENTER DBA 552 REHAB MEDICINE 8/6/2014 12:00:00 AM  3/1/2016 12:00:00 AM REGULAR THOMPSON,ROBERT;DOCTOR, ONE;ZAVALA, CHRISTINE 60
VSE CLINIC T 552 REHAB MEDICINE  10/8/2015 12:00:00 AM REGULAR 30

Figure 256: Clinic Activity Report — Multiple Filters

8.2.3 Exporting a Clinic Report
Use the following procedure to export a Clinic Report.

1. Inthe Reports tab display, in the Reports section, select Clinics.
2. The Clinic Activity dialog opens, displaying the report.

[ Clinic Activity M=l E3
Clinic Search: Search Clear Export Clinic Report
| Cinic I | Division | StopCode | Service T | CreateDT 7 InactiveDT T | ReactiveDT 7 | AppType T DefaultProv 7| Additionalr *
15 INCRMT DISP CLINIC 141 MEDICINE 12/19/2014 12:00:00 AM  12/30/2014 12:00:00 AM REGULAR

45-MIN CLINIC 539 MEDICINE 4{17/2015 12:00:00 AM REGULAR

ALLERGY IMMUNIZATION DBA 142 MEDICINE 5/24/2014 12:00:00 AM REGULAR RESIDENT,
ALLERGY ZAVALA DBA 142 MEDICINE 5/24/2014 12:00:00 AM RESEARCH DOCTOR,ZAVALA | ZAVALA,CH
BEAVER CLINIC DBA 196 PSYCHIATRY 10/3/2014 12:00:00 AM REGULAR DOCTOR, TWO NEWTON,I
BELLVUE CLINIC DBA 141 MEDICINE 10/28/2014 12:00:00 AM REGULAR CURIE,MARIE ZAVALA,CH

Figure 257: Clinic Activity

If applicable, search for specific clinic in the Clinic Search field. Click the Search button.
Click Export Clinic Report.

A Save As dialog box displays.

Select location to save the report.

Confirm file name (defaults to “Clinic Report™).

Confirm Save as Type is Excel files.

Click Save.

10. Data displayed on screen is exported into file and saved to the specified location with the
defined name.

11. Click Exit to close the Clinic Activity report dialog.

© oo N gk w
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(_) (_) |3 ~ Libraries = Documents

& I Search Documents D]

[ Favorites
P Desktop
& Downloads
=] Recent Places

7l Libraries
3 Documents
rJ”- Music
= Pictures
=1l Subversion

B videos

18 Computer
a Local Disk (C:)

Gi_i Metwork.

Organize *  New folder

-

Documents library

Indudes: 2 locations

Name ~

Date modified Type

Size

Arrange by: Folder ~

18 ceymFoIADEVD2 |

Mo items match your search.

File name: | Sllalsfst=slslge j
Save as type: IExceI files (*.xdsx) j
“ Hide Foldersl Save I Cancel |
2

Figure 258: Save As

9 Trash Queue Cleanup

For administrators who need to identify and purge unresolved requests, the solution allows a task
to be run to identify open appointment requests or duplicate appointment requests and close
them, producing a report for administrators. This excludes VAR requests which are called
Veteran or Mobile requests — all stored in the SDEC APPT REQUEST file.
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9.1 Compile List of Re-Opened REQUEST Records that Can
Be Closed

The following dialog allows the user to find open appointment requests or duplicate appointment
requests in order to produce a report for administators to review/verify.

Use the following procedure:

1. Log on to the VistA Legacy System.
2. Enter TEST an option not in your menu.
3. Follow the steps shown below.

Select Option: SDEC INITIAL CLEANUP UTILITY VS GUI Initial Cleanup Utility

The following Utility will allow the Closing of Re-Opened SDEC APPT REQUEST
records which have resulted from a Cancellation in VistA of a corresponding
SDEC APPOINTMENT.

3 Select one of the following Compile List of Re-Opened REQUEST
records that can be Closed
2 Commit Records to Be Closed from Compiled List

What Would You like to Do?: 1 Compile List of Re-Opened REQUEST records that can be Closed
Please enter in, one by one, a list of Clinics to EXCLUDE from Compilation.
Enter CLINIC to EXCLUDE: <Hit Enter to not exclude any Clinics>

You did not choose any Clinics to Exclude.
Are you sure you want to run cleanup for ALL clinics? (Y OR N):? NO// y YES

Compiling for all Clinics excluding the following:

DEVICE: HOME// HOME (CRT)

(You may enter a device that prints to a file, a printer, email message, or you may print
on the screen.)

*** Open SDEC APPT REQUESTs List run Jan 09, 2017@02:48:47 ***

LAST 4 APPT REQ IEN

CLINIC PATIENT SSN APPT IEN CID DA==
VSE ENH1 CLINIC FAULCON, GONZALO J 2916 1747 ; 1985 12/27/2016
VSE ENH1 CLINIC TEST,STERLING PAUL JR 0183 1752 ; 1988 12/27/2016

Reopened REQUEST Records that Can Be Closed
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9.2 Commit Records to Be Closed from Compiled List

The following dialog allows the user to commit Records to Be Closed from the Compiled List
created via SDEC INITIAL CLEANUP UTILITY.

Use the following procedure:

1. Log on to the VistA Legacy System.
2. Enter TEST an option not in your menu.
3. Follow the steps shown below.

Select Option: SDEC INITIAL CLEANUP UTILITY VS GUI Initial Cleanup Utility
The following Utility will allow the Closing of Re-Opened SDEC APPT REQUEST

records which have resulted from a Cancellation in VistA of a corresponding
SDEC APPOINTMENT.

4 Select one of the following Compile List of Re-Opened REQUEST
records that can be Closed
2 Commit Records to Be Closed from Compiled List

What Would You like to Do?: 2 Commit Records to Be Closed from Compiled List

Open SDEC APPT REQUEST Compilation Lists to Choose From:

Batch # Run User Start Date Finish Da==

1 STUCK,ERIN Dec 14, 2016@07:41:56 Dec 14, 2016@07:41:56
2 KRON,CAROLYN S Dec 16, 2016@23:54:52 Dec 16, 2016@23:54:53
3 KRON,CAROLYN S Dec 22, 2016@11:47:18 Dec 22, 2016@11:47:19
4 KRON, CAROLYN S Jan 09, 2017@02:34:05 Jan 09, 2017@02:34:05
5 KRON,CAROLYN S Jan 09, 2017@02:48:47 Jan 09, 2017@02:48:47

Enter Batch #:5

Committing Open records for Batch # 5 to Closed...Done

Once the task completes, the CURRENT STATUS is changed to “CLOSED” and the
DISPOSITION fields in the SDEC APPT REQUEST file are set accordingly.

To verify the record has been closed, go to VA FileMan and Inquire to view the SDEC APPT
REQUEST File (#409.85). View the following fields:

CURRENT STATUS

DATE DISPOSITIONED
DISPOSITIONED BY

DISPOSITION

DISPOSITION CLOSED BY CLEANUP
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Select Systems Manager Menu <TEST ACCOUNT> Option: fm VA FileMan
VA FileMan Version 22.0

Enter or Edit File Entries
Print File Entries

Search File Entries

Modify File Attributes
Inquire to File Entries
Utility Functions ...

Data Dictionary Utilities
Transfer Entries

Other Options ...

Select VA FileMan <TEST ACCOUNT> Option: inquire to File Entries

OUTPUT FROM WHAT FILE: SDEC APPT REQUEST//
Select SDEC APPT REQUEST PATIENT: TEST,STERLING PAUL JR

5 TEST,STERLING PAUL JR
2 TEST,STERLING PAUL JR
3 TEST,STERLING PAUL JR
4 TEST,STERLING PAUL JR
3 TEST,STERLING PAUL JR

Press <RETURN> to see mor‘,’’"’ to exit this list, OR
CHOOSE 1-5:
Press <RETURN> to see mor‘,’’"’ to exit this list, OR

CHOOSE 10-15:

16 TEST,STERLING PAUL JR

17 TEST,STERLING PAUL JR

18 TEST,STERLING PAUL JR

19 TEST,STERLING PAUL JR

20 TEST,STERLING PAUL JR
Press <RETURN> to see mor‘,’’"’ to exit this list, OR
CHOOSE 1-20: 16 TEST,STERLING PAUL JR
ANOTHER ONE:
STANDARD CAPTIONED OUTPUT? Yes// (Yes)
Include COMPUTED fields: (N/Y/R/B): NO// b BOTH Computed Fields and Record Num
ber (IEN)
DISPLAY AUDIT TRAIL? No// y YES

NUMBER: 1752 PATIENT: TEST,STERLING PAUL JR
CREATE DATE: DEC 23, 2016 INSTITUTION: CHEYENNE VAMC
REQUEST TYPE: APPOINTMENT
REQ APPOINTMENT TYPE: REGULAR

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
PATIENT STATUS: NEW

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
ORIGINATING USER: KRON,CAROLYN S PRIORITY: FUTURE
REQUESTED BY: PATIENT

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
CID/PREFERRED DATE OF APPT: DEC 27, 2016

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)

CURRENT STATUS: CLOSED
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Changed fr“m “O”EN” on Jan 09, 2017@02:49:09 by User #520736464
(SDEC INITIAL CLEANUP UTILITY Option)
Changed fr“m “CLO”ED” on Dec 23, 2016@14:47:01 by User #520736464
(SDCANCEL Option)
Changed fr“m “O”EN” on Dec 23, 2016@14:38:10 by User #520736464
(SDECRPC Option)

Enter RETURN to continue ‘r’’"’ to exit:
Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
COMMENTS: TEST
Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
ENROLLMENT PRIORITY: GROUP 8 MULTIPLE APPOINTMENT RTC: NO
DATE/TIME ENTERED: DEC 23, 2016@13:37
DATE EDITED: DEC 23, 2016@14:37 EDITED BY: KRON,CAROLYN S
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC
DATE DISPOSITIONED: JAN 09, 2017 DISPOSITIONED BY: KRON,CAROLYN S
DISPOSITION: ENTERED IN ERROR DISPOSITION CLOSED BY CLEANUP: YES
SERVICE CONNECTED PERCENTAGE: 0 SERVICE CONNECTED PRIORITY: NO

9.3 View Unresolved APPT Requests Reopened by the
SDCANCEL Option
The following dialog allows a user that holds the new SDEC REQ REOPENED BY

SDCANCEL menu option within their Scheduling Outputs menu to view unresolved
appointment requests.

To view, use the following procedure:

1. Go to the Outputs option under the Scheduling Manager’s Menu.
2. Select VS GUI Requests Reopened by Cancel Availability.
3. Follow the steps shown below.
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Select Scheduling Mana’er’s Menu <TEST ACCOUNT> Option: outputs

AQK Encounter Activity Report (R’no’s)
AQK2 ACRP Stop Code Report
CAAR Clinic Appointment Availability Report
Appointment List
Appointment Management Report
Cancelled Clinic Report
Clinic Assignment Listing
Clinic List (Day of Week)
Clinic Next Available Appt. Monitoring Report
Clinic Profile
Display Clinic Availability Report
Enrollments > X Days
File Room List
Future Appointments for Inpatients
Inpatient Appointment List
Management Report for Ambulatory Procedures
No-Show Report
Patient Profile MAS
PCMM Main Menu
Print Scheduling Letters
Provider/Diagnosis Report
Radiology Pull List
Routing Slips
Visit Rpt by Transmitted OPT Encounter
VS GUI Requests Reopened by Cancel Availability
Workload Report

Select Outputs <TEST ACCOUNT> Option: vs gul Requests Reopened by Cancel Availab
ility
6 Select CLINIC: vse VSE ENH1 CLINIC

2 VSE ENH1 CLINIC ONE ZAVALA,CHRISTINE A

3 VSE ENH1 CLINIC TWO
CHOOSE 1-3: 1 VSE ENH1 CLINIC
Select CLINIC:
DEVICE: HOME// HOME (CRT)

VS GUI Requests Re-Opened by Cancel Availability (SDCANCEL) Option
for clinics: VSE ENH1 CLINIC

PATIENT SSN TELEPHONE CID/PREF DATE
TEST,CHRISTINE 000-12-1234 (555)123-1234 JAN 12,2017
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10 VistA Scheduling 508 Compliance

The following section outlines the process for executing VistA Scheduling Application
functionality from the keyboard. Many hot keys have been added for ease of use.

10.1 Tasks Tab

The Hot Key, Ctrl + T, is used to navigate to the Tasks Tab.

10.1.1 Ribbon Bar
Tabbing:

1. Logonto VS GUI as a Scheduler.
2. Focus is on Search field indicated by field being highlighted and cursor blinking.

3. The Scheduler can use the Tab key to advance through the Ribbon Bar. Beginning at the
Patient Search field, the order will be going left to right. If the controls in each section

listed below are enabled tabbing will highlight each one:
Patient Search Field

Search Button
Clear Button
Actions
Arrangement

Mobile Requests
Tools

o Print

o Export

o Refresh

o Query

4. After leaving the Tools section, control will go back to Patient Search field.

Table 2: Hot Keys for Ribbon Bar Components

Pending Appointments
Special Needs/Preferences

Ribbon Bar Component Hot Key

Patient Search Field Alt+S

Action Alt + A

Arrangement Alt+G

Pending Appointment Window Alt+P

Special Needs/Preferences Alt + N

Mobile Requests Alt +M

Tools Alt+T
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10.1.2 Request Type Dialog
Tabbing:
1. From the Actions Pane, with New Req. highlighted, press Enter. The Request Type
dialog box displays.
Focus is OK.
Tab to CLEAR.
Tab to APPT Request Type.
Tab to PATIENT-CENTERED SCHEDULING Request Type.
To select a Request Type, tab to highlight and press Space Bar key to select.
Tab to OK.

Press Enter.
Note: Arrow keys can also be used to navigate Request Type dialog box.
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Table 3: Hot Keys for Request Type Dialog

Component Hot Key
OK Alt+ 0O
Clear Alt +C

10.1.3 Appointment Request Dialog

Tabbing:

The Appointment Request Dialog displays with focus on OK button.
Tab to CLEAR.

Tab to the Svc Related check box. Press the Space Bar to select.

Tab to the Clinic radio button (default selection).

Tab to Service/Specialty. Press the Space Bar to select.

Tab to the Clinic field. Enter the Clinic Name (four character minimum).
Tab to the CID/Preferred Date field.

Once highlighted press Enter to display Calendar control.

Use the up and down arrow keys to navigate dates in the calendar and press Enter to
select date.

10. Tab to Appointment Type.

11. Use the up and down arrow keys to select Appointment Type.

12. Tab to the Requested By field.

13. Use the arrow keys to select Requested By.

14. Tab to the Provider field (if applicable) to enter the Provider name (three character
minimum).

15. Tab to the Multiple Appointments Required check box. Press the Space Bar to select.

16. Tab to the Number of Appointments Required field.

=
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17. Use the up and down arrow keys to select the number of appointments required.

18. Tab to the Interval Between Appointments field.
19. Use the up and down arrow keys to select the number of days between appointments.
20. Tab to the Comments field.

21. Enter text in the Comments field.

22. Tab to the OK Button.

23. Press Enter to select and create APPT Request and exit dialog.

Table 4: Hot Keys for Appointment Request Dialog

Component Hot Key
OK Alt+0O
Clear Alt+C

10.1.4 Query Dialog

1. The Query Dialog displays with focus on Patient field.
2. Enter the patient name Last Name, First Name or last initial and last four of SSN.
3. Tab to the Find button.
4. Press Enter.
5. Use the Down Arrow key to highlight names in Patient list.
6. Use the Enter key to select patients from list to include in query.
7. Tab to the Patients column.
8. Use the Down Arrow key to highlight names listed. To remove names from selection
press Enter.
9. Tab to the Request Type Filter.
10. Press Enter to display Request Types dialog box.
11. Use the arrow keys to navigate the Request Type selection grid.
12. Press the Space Bar key to select highlighted Request Type.
13. Tab to OK to confirm selection.
14. Tab to Cancel to quit selection and exit dialog.
15. Tab to the Clinic/Service Filter.
16. Press Enter to display Clinics dialog box.
17. Enter the Clinic/Service name in field (four character minimum).
18. Tab to the Find button.
19. Tab to the Select All check box.
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20.
21.
22.

23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49,
50.
51.

Press Space Bar key to Select All.
Tab to the Clinics or Services radio button.

The Clinics radio button is defaulted. The Services radio button can be selected by
pressing the Space Bar key.

Use the arrow keys to navigate up and down Clinics/Service Grid.
Use the Space Bar key to select/unselect from list.

Tab to OK and press Enter to confirm selections for query.
Tab to Cancel and press Enter to quit selection and exit dialog.
Tab to Priority Group Filter.

Press Enter to display Priority Group dialog box.

Tab to the Select All check box.

Press the Space Bar key to select (if applicable).

Tab to the Priority Group grid list.

Use the arrow keys to navigate up and down list.

Use the Space Bar key to select/unselect Priority Group options.
Tab to OK and press Enter to confirm selections for query.
Tab to Cancel and press Enter to quit selection and exit dialog.
Tab to the Wait Time drop down.

Use the arrow keys to navigate options for query selection.

Tab to the ScVisit? Drop down.

Use the arrow keys to navigate options for query selection.

Tab to the Service Connected? drop down.

Use the arrow keys to navigate options for query selection.

Tab to the Origination Date field.

Enter the date for query selection as applicable.

Tab to the CID/Preferred Date field.

Enter the date for query selection as applicable.

Tab to the Urgency field (Applicable to Consult Requests only)
Use the arrow keys to navigate list for query selection.

Tab to the Change Sort field.

Use the arrow keys to navigate list for query selection.

Tab to the Clear button.

Press Enter. The Clear Filter dialog box displays.
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52. Tab to OK.

53. Press Enter to clear the Request Query dialog box of all filter selections and start query
selection process again.

54. Tab to Cancel.

55. Press Enter to Cancel Clear Filter selection and exit dialog.
Note: Selecting Cancel in this dialog will keep current Request Query dialog filter
selections for query.

56. Tab to Submit button.

57. Press Enter. The Request Query Confirmation dialog box displays.

58. Tab to OK.

59. Press Enter to display query results in Request Management Grid.

60. Tab to Cancel.

61. Press Enter to key to abort query results and return to Request Query dialog box.
62. Tab to the Close button.

63. Press Enter to close Request Query dialog box.

10.2 Systems Tab
The Hot Key, Ctrl + Y, is used to navigate to the Systems Tab.

10.2.1 Systems Tab Ribbon Bar
Tabbing:
1. Tab to Scheduling Management.
2. Press Enter to display Scheduling Management dialog box.
3. Tab to Availability.
4. Press Enter to display Availability Selection dialog box.

Table 5: Hot Keys for Systems Tab Ribbon Bar

Ribbon Bar Component Hot Key

Systems Tab Ctrl+Y

Scheduling Management Alt+ M

Availability Alt +H

Selected Clinic Alt +L
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10.2.2 Scheduling Management Dialog

10.2.2.1  Clinics and Users Tab
Tabbing:
1. The Scheduling Management Dialog displays with Clinics and Users tab enabled. Focus
is on OK button.

Tab to the Users Selection List.

Use the Down Arrow key to highlight the First Name in Users List.
Press Enter to select User Name.

Tab to the Prohibited Clinic field.

To select the Prohibited Clinic, and enter the Clinic Name.

Tab to Find Button and press Enter. The Prohibited Clinic List is displayed.
Use the arrow keys to navigate up and down the list.

Tab to the Privileged Users List that are assigned to selected clinic.
10 Tab to the Add User button.

11. Tab to the Remove User button.

12. Tab to the Remove All button.\
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Table 6: Hot Keys for Scheduling Management Dialog

Component Hot Key
Add User Alt + A
Remove User Alt + R
Remove All Alt + E
Find Alt + F
OK Alt +0O
Cancel Alt+C

10.2.2.2 Clinic Groups Tab
Tabbing:
1. The OK button has the focus when Clinic Group Tab displays.

2. Tab to Resources.
3. Enter Clinic Schedule Resource—User name, Clinic Name, Clinic Group.
4. Tab to Find Button and press Enter to search.
5. Use the Down Arrow to highlight first name in Resource List.
6. Tab to the New Group button.
7. Tab to the Edit Group button.
8. Tab to the Remove Group button.
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9. Tab to the Clinic Groups List.

10. Tab to the Add Resource button.

11. Tab to the Add All button.

12. Tab to the Remove Resource button.
13. Tab to the Remove All button.

Table 7: Hot Keys for Clinic Groups Tab

Component Hot Key
New Group Alt + N
Edit Group Alt + E
Remove Group Alt + R
Add Resource Alt+S
Add All Alt + L
Remove Resource Alt +D
Remove All Alt + X
OK Alt+ 0O
Cancel Alt +C

10.2.3 Availability Selection Dialog
Tabbing:
1. The Availability Selection Dialog displays with focus on OK button.

2. Tab to the Cancel button.
3. Tab to the Search by Name field.
4. Enter the Clinic Name (four character minimum).
5. Tab to the Resource List Grid.
6. Use the arrow keys to navigate up and down Resource List.
7. Press Enter to select the highlighted Resource. Select Clinic Availability displays.
Table 8: Hot Keys for Availability Selection Dialog
Component Hot Key
Search Field Alt +S
First Row of Results Grid Alt + G
OK Alt + O
Cancel Alt +C
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10.3 Reports Tab
The Hot Key, Ctrl + R, is used to navigate to the Reports Tab.

10.3.1 Reports Tab Ribbon Bar
Tabbing:

1. Tab to Audit Activity.

2. Tab to Clinics.

3. Tab to Management Reports.
Table 9: Hot Keys for Reports Tab Ribbon Bar

Ribbon Bar Component Hot Key
Reports Tab Ctrl +R
Reports Alt + R

10.3.2 Audit Activity Dialog

Tabbing:
The Audit Activity dialog box displays with focus on Close button.
Tab to the Scheduler drop down.
Default is All.
Use Down Arrow key to select user name (listed in alphabetical order).
Enter the user name (last name, first name) to jump to specific user.
Tab to the Start Date field.
Press Enter to select Calendar control.
Use the arrow keys to select date.
Tab to the End Date field.

. Press Enter to select Calendar control.
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. Use arrow keys to select date.

. Tab to the View Audit Report.

. Press Enter to display Audit Report in Grid.
. Tab to the Export Audit Report.
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. Press Enter to display Save As dialog box.
Note: Only data outputted to screen will appear in exported Audit Report.

. Tabbing is enabled for Audit Report Grid.
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Table 10: Hot Keys for Audit Activity Dialog

Component Hot Key
Scheduler drop down Alt+S
Audit Report Alt +V
Export Report Alt + E
Close Alt+C

10.3.3 Clinic Activity Dialog
Tabbing:

1. The Clinic Activity dialog box displays with focus on Exit button.
2. Tab to Clinic Search field.
3. Enter the Clinic Name (six character minimum).
4. Tab to the Search button.
5. Press Enter.
6. Tab to the Clinic Results Grid.
7. Tab through Clinic Results Grid including Column Headers and Filter dialogs.
Table 11: Hot Keys for Clinic Activity Dialog
Component Hot Key
Search Button Alt+S
Clear Alt+C
Export Alt + E
Exit Alt + X
11Troubleshooting

Please contact the National Service Desk (NSD) and open a ticket for any VS GUI related issues.

11.1 Changing User ID and Password

Contact your supervisor or System Administrator for User 1D or Password changes.
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11.2 Special Instructions for Error Correction

There are some warnings that may be displayed in a dialog. These include the below.
Table 12: Warning Messages

Reason for Message |Message Action |Result

Sensitive Information | Warning displays to the user: Click User is able to log

Warning OK into the Security Log
RN ARNING*** Audit Tralil

**RESTRICTED RECORD***

Warning for similar Similar Names dialog displays Click User is able to
names and SSN System lit patients with similar ~ |OK continue
name and same last four digit of
SS#
Accessing deceased This patient died on <Date of Click User is able to
patient’s record Death> OK perform action such
Do wish to continue? as Disposition,

Cancel Appointments

Accessing own record | Security regulations prohibit Click User is unable to
at selection computer access to your own OK perform any
medical record. activity/actions
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12 Acronyms and Abbreviations

Term Description

Access Block A color-coded representation of the amount of time allotted for a specific
Access Type (or appointment).

Access Groups Categories of Access Types. Assigning Access Types to Access Groups
makes it easier to schedule and search for certain types of
appointments.

Access Types The variety of different appointment types available in the Legacy VistA
Scheduling package. Each type of appointment, such as routine
physical, dental, walk-in, or other specific appointment type is an Access
Type.

AMIE Automated Medical Information Exchange

API Application Program Interface

APPT Appointment: A scheduled or unscheduled meeting between patient and
healthcare professional.; an appointment can include several encounters
with providers or clinics for tests, procedures, etc

CID Clinically Indicated Date

Clinic A medical center location where patients receive care by a doctor or
authorized provider.

CPRS Computerized Patient Record System

Enh Enhancement

EWL Electronic Wait List

GUI Graphical User Interface

MUMPS Massachusetts General Hospital Utility Multi-Programming System

MRTC Multiple Return To Clinic

NSR New Service Request

OI&T Office of Information and Technology

00S Occasion of Service

OoT3 Optional Task #3

OoT4 Optional Task #4
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Term Description

OVAC Office For Veterans Access to Care

PACT Patient-Aligned Care Teams

Pl Personally Identifiable Information

PIMS Patient Information Management System

POC Point of Contact

PRF Patient Record Flag

Provider A d_octor or other authorized provider in the medical center who provides
patient care.

PT Patient

PWS Performance Work Statement

RM Grid Request Management Grid

RTC Return to Clinic

SDMOB Scheduling Master Overbook

SDOB Scheduling Overbook

Slot Number of appointments per defined appointment length that have been
previously set up in VistA Scheduling. For example, if “Slots = 4” and the
clinic (resource) appointment length is 30 minutes, then there are four
available appointments for every 30 minutes.

SSN Social Security Number

T4 Transformation Twenty-One Total Technology

TAC Technology Acquisition Center

TCP/IP Transmission Control Protocol/Internet Protocol

VA Department of Veterans Affairs

VAR Veteran Appointment Request

VCL Veterans Crisis Line

VHA Veterans Health Administration
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Term Description

VistA Veterans Health Information Systems and Technology Architecture
VL Variable Length

VS VistA Scheduling

VSE VistA Scheduling Enhancements

13 Hot Keys Quick List

Patient demographic information can be displayed and edited at any point in the process by
entering Ctrl + P to bring up the Patient Info screen.

Ribbon Bar Components

Ribbon Bar Component Hot Key
Patient Search Field Alt+S
Action Alt + A
Arrangement Alt + G
Pending Appointment Window Alt +P
Special Needs/Preferences Alt + N
Mobile Requests Alt + M

Tools Alt+T

Request Type Dialog

Component Hot Key

OK Alt+ 0O

Clear Alt +C

Appointment Request Dialog

Component Hot Key

OK Alt + O

Clear Alt +C
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Systems Tab Ribbon Bar

Ribbon Bar Component Hot Key
Systems Tab Ctrl +Y
Scheduling Management Alt + M
Availability Alt+H
Selected Clinic Alt +L

Scheduling Management Dialog

Component Hot Key
Add User Alt + A
Remove User Alt + R
Remove All Alt + E
Find Alt +F
OK Alt+0O
Cancel Alt +C
Clinic Groups Tab
Component Hot Key
New Group Alt + N
Edit Group Alt + E
Remove Group Alt + R
Add Resource Alt+S
Add All Alt + L
Remove Resource Alt +D
Remove All Alt + X
OK Alt + O
Cancel Alt +C
Availability Selection Dialog
Component Hot Key
Search Field Alt+S
First Row of Results Grid Alt + G
OK Alt + O
Cancel Alt+C
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Reports Tab Ribbon Bar

Ribbon Bar Component Hot Key
Reports Tab Ctrl + R
Reports Alt + R

Audit Activity Dialog

Component Hot Key
Scheduler drop down Alt+S
Audit Report Alt +V
Export Report Alt + E
Close Alt+C

Clinic Activity Dialog

Component Hot Key

Search Button Alt+S

Clear Alt+C

Export Alt + E

Exit Alt + X
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